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ABSTRACT 

^ , Guidelines are' presented for developing vorksh^>ps and 
inservice progress in physical education and recreation for iapaired,* 
disabled, and handicapped persons, florkshops are ezi^lained to fle 
designed to credrte awareness of problem^ faced by the handicapped and 
the xole of physical education ^nd Recreation in their lives. 
Considrered, are, the^ following aspects: the location; financing, ^ 
planning and conducting of workshops; the eost appropriate foraat; 
publicity; facilities; eguipsent and aateria'ls; exhibits; 
registration procedures; and' evaluation. Also included are saaple ^ 
tibe schedules for 1-day and 1 1/2-day prograes, a workshop ' 
progression plan, and saaple evaluation aaterials. (c;i) ^ 



DocaMQts acqoired by EBIC include aaDy inforial anpublishfid g 
■aterials not atr^ailable tvtsu other soacces* EBIC lakes ev^y j^fort 
to obtain the best co^j availal>le. Hevectheless* itess of sacigiinal 
lel^rodacibillty are often encountered aftd this affects the quality 
of' the kicrofiche and hardcopy reproductions EBIC pakes available 
via th6 EBIC obcusent Bepcoduction Service (EDBS) EDBS is not 
responsibly ^or the quality of the original docuseni* Beproductions 
supplied by EDBS are^the best that can be sade f roll the original. 



ERIC 



US OCPAKTMCNT OF HEALTH. 
EDUCATION* WELFARE 
NATIONAL INSTITUTE OF . 
EDUCAtlON 

THrS DOCUMENT HAS BEEN REPRO- 
DUCEO EXACTLY AS RECEIVED FROM 
T^E PERSON OR ORGANIZATION ORICtN' 
ATINGIT POINTS OF VIEW OR OPINIONS 
STATED 00 NOT NECESSARILY REPRE* * 
SENTOFFICIAL NATIONAL INSTITUTE OF 
EDUCATION POSITION OR POLKY . 



M/UCING WORKSHOPS WORK 

in Physical Education and Recreation for Special Populations 



7 



Developed and 'Di^stributed by: '/TA ^ 

PHYSICAL EDUCATION ^NQ. l^ECRZAtlON FOR THE HANDICAPPED 
INFORMATION AND RESEARCH UTILIZATION CENTER 



ERIC 



A project of : ^ * " 

'unit on programs' for the handicapped- * 

.American Alliance for Health, Physical. Education, and' Recreation 
1201 16tfi Street,- N.W., W^hington, D.C^ 20036 

Sponsored by: Bureau of Education for the Handicapped, Division of Innovat^i^'^ 
and Development, U.S. Office of Education, Department of Healcjk, 
Education, and Welf&e ,J 



March 1976 



' The project presented or reported herein was 

• performed pursuant to a ^Grant from the* U.S.^ 

• Office of Education; Department i)f Health, ^ 
Education, and Welfare. However, the opinions 
expressed herein do4iw)t neces^rily reflect 

/ ^ the ^position or policy of the U.S. Office of ^. 

Education, ;^and no official endorsement by the. 
U.S. Office of Education should be inferred. 

Proiect No. 447AH50022 

American Alliance for Hfealth, Physical Education, ahd 
Recreation, 1201 16th Street, N.W., Washington, D.C. 20036 



ACKNOWLEDGEMENTS 

This marks the fourth and most comprehensive , revision of •this 
publication presenting guidelines and suggestions for planning and- 
implementing workshops and inservice, programs in physical education, 
recreation, and related areas fQr impedreji', disabled, and handi- ■ 
capped persons.^ Over the years many different individuals have 

.contributed to. these materials. Thanks and appreciation 'ape ex- 
tended to each person who in his or her own way has provide^d ideas^ 
information, arid suggestion's to make this a more complete and 
valuable publication — AAHPER Task Forcfe on Programs ;for the Men- 
tally Retarded (now for the Handicapped), directors 'of workshops ' 

t sponsored by the AAHPER Project on Recreation and Fitness for 'the 
Mentally Retarded, coordinators of a variety of inservice programs, 
staff of the AAHPER Unit on Programs for the^ Handicapped', and count- 
less ' individuals , who provided input throug^ their evaluations af 
workshops and inservic^ programs and activities all-over the country. 
Special gratitude and praise for a difficult job extremely* well done • 
are extended to Liane Summerfield . Info^'nnation and Materials Assist-^ 
aift', 'Physical Education an<i Recreation foy the, Handicapped* Infer-' 
mation and Research'Utilization Center (IRUC), who revised and re- , . 
wrote previous workshop formats and whose contributions resulted 
in this valuable product. Additional thanks are offered Lowell ' / 
Klappholz, Editor of the Physical Education Newsletter , who assisteci ' 
in various aspects* of the development .and editorial processes; to • 
Wanda L. Bumette, IRUC Program- Administrative Coordinator, for 
responsibility of planning ^and coordinating production, processing, 
and distribution of this publication--these tasks were done in^heir 
ustial superlative way. All ^ individuals who have been involv*iiLd 
dire^ctly or indirectly in' this project reflect truly interdistJI^Blinary 
cooperation so characteristic of people Ind growth providing services 
to special populations through physical education, .recreation, and 
related areas. 'To each, heartfelt thanks and congratulations on an- 
other job extremely Well done. 

Julian St'ein, Director 
^ Physical E4ucation .and Recreation , 
for the Handicapped: Information 
and Research Utilization Center, 



WHO ARE THE HANDICAPPED; A CLARIFICATION Ofi TERMS . ' 

The terms impaired, disabled, and handicapped are often used 
synonymously and interchangeably. Society imposes labels, • partic- 
ularly upon ^indiylduals yyith various physical, \niental, emo.tional, 
•and social conditions. There ere important differences among the ^ 
terms impadred, .disabled, and handicapped', and jdifferent degrees of 
^fliction. . These terms are differentiated in the way individuals * 
with various conditions look upon themselves, not in vtays that have 
been culturally imposed by society and by persons without' any of * . 
'tljese' conditions.' . ' ' . . ' J 

• 

' . . Impaiz:ed indiyidi^ols have ixientifiable qrganic or 

functional conditions; some part of the body is actually 
missing, a poirtion o*f an anatomical structure is gone,* 
or one or more parts of the body do not function properly 
c^t adequately. The condition rajay be permanent, as in the' 
• ' -'case of amputation, Qongenit^ birth 'defect, eerel^ral 

p^.sy," brain damage, or rectolinial fibroplasia. It may > 
be temporary- -functional speech defec1;,s, some learning 
disabilities, various emotional problems,' certain social 
/maladjustments, or specif ic movement deficiencies. 

. Disabled individuals, because of impairments, are 'limited 
or restricted in executing 'some skills, do ing^ specif ic 
■ ^ jobs or tasks, or performing certain activities. Indi- 
viduals with certain impairraenibs should not be automati- 
cally excluded from activities .beqause the condition 
makes it appear that they cann9t paorticipate safelyi 
. successfullyV, pr with satisf aqtion/ Sotae impaired per- 
\ ( Sons attain ^igh lev^els of excellence in activities in 
which they are not supposed to be able to' perform ot 
'^'participate. 

• Handipapped individuals, because of impairment or dis- 
ability, are adversely affected psychologically, emo- 
tionally, or socially. Handi^capped persons reflect an 
attitude of self-pl*ty. * Some individuals with impair- 
mehts and disabilities are ""h and i capped, some severely. 
'Others with severe impair*ents or disabilities adjust 
extremely well to their conditions and live happy and 
- , / productive*lives . In their eyes they are -not handi- 
_ capp6d even though society continues to label them 
' ' 7 handicapped. Undoubtedly many persons in society with 
neither an impairment nor a disability are haEkAic apped I 
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* ' INTRODUCTION . . ' ^\ 

If .you haV% a penny apd L have a penny and exchange i 
we eaoh'hav^ a penny. But if you^have an idea and I 
^ have an idea and we "exchange, we each haVe two, ideas, 

' ~ ' ^\ 

Material' in .this guider-formerly 'titled Suggested Workshop ^ ^ 
Pormat8--has been developed by staff members of the /American 
Alliance for flealth, Physical Edtication, and Reareation' s (AAHPER) 
Unit on Programs for the Handicapped' (formerly Project on Recre^- 
» a;tion anh- Fitness for the Mentally Retarded) and staf^ of Physical 
Education and Recreation for the Handicapped^ Information- and 
Research Utilization Center (IRUC), This fou3rth revi^on includes 
suggestions and recommendations from directors and coordinators of 
workshop?, clinica, institutes, con f e r e nc e s , - a e minara f and other 
inserv^ce parograms conducted around the coxmtry. Evaluation and 
input" from participants in many^ of these same programs have also 
.been incorporated into the latest revision of this guide. to add 
this important dimension to the contents. ^ * « . 

The original guide was developegl by the AAHPER Task Force on 
Programs for the^Mentally Retarded, Adaptations and expansions 
have l5e6n madB So that- these materials can be used in and are 
relevant for: ^ 0 . . i 

* ' 

Programs involving individuals with different - _ 

handicapping conditions. . 

. *Physii3al eduction/ adapted physical education, 

recreation/therapeutic recreation, camping/outdoor 
education, sports, aquatics/swimming, and related 
.activity areas. " ^ - 

Integrated or separated programs. — 

. NDther educational, recreational, habilitation, ' ^ --^ 

or rehabilitation areas of immediate concern. 

Over the years, materials in Suggested Workshot) Formats have 
*been adapted and used ty educators in such diverse disciplines as • 
science, mathematics, English and social studies. TJpjese materials 
'have also prdven useful for and successful in programs 'conducted 
specifically, to train persj^nnel as Workshop-demonstration leaders 
or resource contadts in spec ladT areas • " They"^ have been _^i3ed at - 
national, regional, district*, state, and lo*cal levela. ~ * 

Infor^nation in this revised guide is provided speQifically 
for personrs interested in^ planning conferences, workshops, clinics, 
'^institutes, orientation session>s, seminars, or inservice programs 
* dealing with. any aspect of physical • education/ adapted physical 
ec(ucation, recreation/therapeutic ^ recreation, camping/outdoor 
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education, sports, aquatics/swimmiiag, or related activity /areas for 
inrpaired, disabled, and handicapped persons^. It- may also' be used by 
personnel concerned with planning' any type "of *inservice program in 
o^her disciplines or specialisations. | Tp aid 'further in planning 
programs, appendices contediting sample workshop progressions and 
evaluation ihstniments have 'been included. These materials can 'be 
adapter! to help in programinatiC'^Grid evaluative aspects of both pre- 
2|flid inservice activities. ^ 

Additional evaluation of and^ i^eactions to contents of these.- 
materials are encouraged from individuals and groups ^using \his 
^ide. Input about your success sxbries, helpful hints, and promis*-* 
ing practices for planning, organizing, conducting, evaluating, and 
JTollowing-up inservice programs, .activities, and projects is re- 
quested; This type of two way comraunicAtion is necessary to ^sure 
continued progress in this never ending process. This ^ represents 
sharing and teamwgrk at their best. 
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PURPOSES OP WORKSHOPS 
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Workshops are designed 'to ; 



Create an awareness of pro.b]|eins ^confronting impaired, . 
'disalDled, . and handicapped persons in general, under- 
stand particular problems faced by people with specific 
handicapping conditions in particular, and focus on 
need for cooperat'ivjo- solutions . . ' : ^ 

Crgate an awareness of physical educ^ti£)n, re^r^ation, ^ 
and related activity needs and desires of impaired, 
disabled, and handicapped persons and their families'. 

Provide' workshop participants with knowledge ai^i . 
skills to develop programs in physical education, ^ • 
recreation, rented ^activity areas for impaired, 
disabled, and handicapped persons. • " 

Furnish workshop participants with practical, 
functional, how-to-do-it information and materials. 

Encourage workshop participants to commit themselves 
to iinritiate^ new programs ojr expand existing ones 
basecl on su^estions and recommendajions mad§ at l7he 
wo rksXof 

Help woVk^lnfcp partici'pants recogaize necessary- 
differences in methods and proce^res ifor conduct- 
ing progRanas and in teaching impairerd, disabled, 
and harldictaVped persons as compared /with teaching ^ 
noninvolvea individuals. However, at the same time 
-similariti^ between special and noninvojLved 
populations Vnust^ be emphasized so that impaired, 
•disabled, ancl handicapped individuals can be 
integrated in\o regular cSchobl and community 
programs wJien Aeach is able to participate and 
compete safely ,\ successfully , and with personal 
satisfaction wiwi peets. 



* ' participaiJts and planners ' ■ ''■ 

t 

Workshops should stride to reacti: ' * ^ 

-m' - 
Physic^ education/ adapted physica*- educatidn, 

special^ducation,. and elementary school -cldss- 

room teachers wtp teach physical, education in 

regular or. special settings," ' , . " 

College/university physical edubatior\', recreation, 
and special education faculty members, p'^rticular- 
iy those involvea ih- teacher preparation' and 1|||ose 
wl:|o prepare students to work in communLty and 
\ residential f acilitie's ^'and, agencies. 

Recreation/therapeutic recreation administrators^ 
supervisors, and leaders employed in both public' 
and private agencies. ' % 
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Representatives of national, regional, s-tate, 
* and local agencies conducting programs for im- 
paired, disabled, and handicapped persons; levels 
of agency participation depends on scope of 
' workshop,. ♦ . ' ♦ 

r 

Administrators and su^pervisors'of sc^ol and 
recreation programs and those responsible for 
overall ope'ration of both special .and regular 
programs involving special- populations. 

Volunteers and pfiraprof essionals working in recre- . 
ation, physical educ at i©n,» special education, and \ 
^- ' ''related program areas, V \ 

Impaireji, disabled, and handicapped individuals, * 

their families, . aind persons in ya^ lay public,. 

who have an interest in programs for special ^ v 

. ^ populations • . , ' 

# 

Workshops should be planned in advance. by a planning conimittee 
.which includes: ^ / . , 

Representatives of a' broad' cross-section of 

gnjups. expected' to atti«^|^^^he workshop,, ^ ^ 

, ' Represent.atives of various groups within, the 
conimunity . and region with interest in programs 
for*impaired, disabl'ed, and handicapt)ed persons. * 
These representatives .include but are not limited 
, to: m ' f 
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• - impaired, disabled, and hahdicapped cc^Heumers 

- public ' education divisions in physical education, 
^ spfecikl education, and §upervis^ry posLtions 

- Sparks and recreation departments » * . 

volunteer agencies such as scouts, YM/YWCA, Red 
Cross, parent groups 

state mental Heal*th/mental retardation groups 

- colleges and universities * - 
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LQCA^IpN'^F .WORKSHOPS ' . 

Site qeleqiion fpr'wor^ishop^' depends' on ^ch factors asi , 

'\ Existence o?' o;i-goin^ programs for impairfed, ' - _ 
, e disal?ii9i^ arid^ tlja:idi^3.ppe€l persons near the . 
^ , " workshop'^s^b«4 \y^^' * I ; ' *' ^ 

. Adequacy of physical ^facilities such a6 meeting '~ ^ 
rooms, ^restaurants, cafeterias, and places, to 
. ' sleep sufch as hotels, >tno^els, and' ciormitories. \ ' - 

, . Availabj^lity of public ^trsffisportation in the, ^ * 
form of planes, ti^alns^ , t^icabs , artd buses, sb 
tltat participants can conveni-erdJly travel ,f ram • 
, ' their homes to the \commig?iity where .the workshop 
is being ^eld and from their. *hotel/motel to the 
workshop sf^e//' ' • ^ . . . 

The proposed ler^h of the workshop; for examplfe', * 
a o^e-drajr drive-m work§*iop should iDe held, in a • 
, centralized loca?iou to get ^maximum participation. 

Note : ' It ifl^dvi sable to ^elec.t a site* coordinator from 

members o^f the planning committee. This "person can 
do the legwork involyed in checking availaDl-e ^ites 
[ and facilities.^ ' * ' . 
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~ FINANCING WORKSHOPS , , ^ 

Wolf'kshop.s- r\oJb mecessarily experisrive to run, but the planni'ng 
coinmit1teje'^^MuUd.consid'ei« a variety of funding possibilities, such . 



' "1 ' ' V 

tocaiiand state' funds including • revenue sharing. 

, ' . - , , , ^ 

•Shoi*iintertn 'grarLts from various.-federsJHor state 
' agenc'^fes'i • ' ' ■ 

Insdnja^cfr funds alloc atesl by' various participating 
agenci[lete,'-ifl,stitutions, aAd schools, 

Registration fees to defray part of* 

'?^e/§ to coiMherod.al exhibits rs. . . 

/ : ' •/' • ■ / • 

nnovativa futtd^'radsing teehAiques, 

other «j9,riside rations with direct ^d/or Wirect impllcatiohs for 
'firi^cirig ^ork^hops iholude: 
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- . ■ PlV -"the worltshjop as /art of a" larger, inservice . 
conducted: by a State ^ of' local agency,. 

' ' . \ ■ . ' V. • ' - ■ ■ 

' ''. ' Incr^se coramunication with 9ther organizations or 
' ' agencies e'o that maximurfr- at tendance is achieved. 

Have' a one-cf§S^ program, permitting participants 
, to drive in; 'this may' increase attendance by . ^ 

♦ Ibwgrihg registration tee and* de^reaadng other;, , 
Expenses, ; and free the committee from housing 
and food c(Jncern^»' ^ • 

For more, detailed infoiiiiatiion on funding sources ,, see i ^ " ' 

' • • ' ' ' • .. ./ 

a.. Innovation ana Success sioriest Guide for Fi nancial 

Assistance .an'd Program Stpport .. Washington, D. C. » . 

: Amerj.c^ Alllande fpr He^th, Physical- Education, and 

Recreation, /May 1973. 371 pp. '$2.75 - .* ' 

' ' • , .=,-.'*•» 

• • ■ • " * ' - * • 

A Catalog of Federal Assistance Relating to'- Re cre^ion 

and Physical Education for "the HandlcacpM . "Washington, 

D.^ C.: \^erican- Alliance for Health, Physical Edwca- 

tioh,3t^nd Recreation, July 1973- pp. $5.20 
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• ■ * 1. ; Foundation Progr-amai Guide for Jinancial Assistance 

and Program Support . Washington, .D. C^t American . 
, * ■ • . • Allisoice for >Iealth, -Physical Education, and Recreation, 
^ . August 1973. ^8 pp. $4.25 , 

' .-^ ■ ' * ' - ■' • ' ' , . • ' ; 

. . • Funding! General Information and Listing .of References . 

~ i ' 

. ' . • \ Kiese sources may be obtained from' IRUC, 1201 l6th Street, 
/ N.'.W., Washington, D. C, 200*36. ESiclose check or money 
• .order payable- to IRUC. For first class postage add $1.00}' 
* AAHPER members include membership number and subtract 20^. 
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.PLANNING AND CONDUCTING WORKSHOPS . < - 

Worlwhop planning is a time-consuming tas)c in which attention 
^ to detail is of utmost importajipe. Listing exactly what mus't be 
. done— before t during , and after a workshop— Tiai3 rewarding results 
jand' saves thfe planning committee sleei)l^ss nights wondering if 
sufch- and- such j^t done * The chart on/the following pages summar- 
^mr' i^zpB imp6^^s|i| |Con planning |fid Indicates' pages 

I where addfti64aa information lor each planning consideration may ' 
be found. , Although each planning consideration is treated 
separately, it must be stressed that all areas are bej-ng planned 
' sim^ltaaieously * ♦ ^ 



PLANNING. 
COIglDERATION 
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PLiM<{NING WORKSHOPS - SUMARY ' SH&T 



PAGE 



BEFORE THE WORKSHOP > 



DURING THE WORKSHOP 



AFTER THE WORKSHOP 



PROGRAM 



FORMAT 



• ♦ - 

17 " 
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15 . \ . ^. beterjnine objectives 
* _ - ^I^teblish criteria for 
spe^er^/pil*e*sentors, 
, «»CQn8ider eonnnercial 
^ ^and/o r^Hgduc ational 
''"^exhij)i.ts . , ' 

. Detemine format that 
best' meets objectives 
> , * * . -iQitjares 

-discussions ^ ' 
r - demons t rat ion/par- 
- *' ' tibipation sesrfio?^ 
^ -visitation^ 
• : -panels 

--•h-appenings 
^ -drop-in tenters 
-film centers 
: . -resoiJrce centers 
> ^. Establish tentative* 
time.. schedule 
. Develop printed pro- 
• ' gi*am' 

31 . Develop notices and 

' . 9 end 1/0 appropriate* | 
pfdividuals/groUps 
6nd releases, to media 
Establish press rpom or 
public reJ.ations chaii?- 
• \ person ^. / 
, ' : Make Qontacts for key 
persorpiel to be inter- 
^ viewed -and/o.r partici7 
'pate on radio or tela- 
' • ' ^vieion ptpgram 



er|c 



. Make ^program changes 

.as necessary 
• i^cTunce changes 



. Stick to pre-worksHop 
schedule and ^ame plan 



Continue to pend 
press releases 
Be. alert to stc^ry 
possibilities 
Post- releases for 
participants to 
read 



r Evaluate'prx)gram — 
speakers' land ex- 
*hibits dn terms of 
established criteria 

> :■■ 

. Ev£p.iJate format, -sched- 
"u^e, and printed pro-, 
gram^ i;i terms of ways 
eacW. Jacilitated 
attainment of workshop 

/ objectives ' 



, Send thank you rt^es 
to af^propriate media,^ 
personnel ' ' * 
Send releases to media 
Follow-up tttories, pro- 
grams, and other mate- 
rials and ^information 
should be provided^ to ' 
media personnel 
Evaluate eff,ectiveness 
of tljis . aspect of over- 
all programi^in t^rms of 
quantity and quality 

^of coverage /v *17 
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PlrANNING . 
CONSIDERATION 



'PAGE BEFORE THE WbRKSHOP 



DURING THE WORKSHOP 



AFTER THE WORKSHOPr 



PACILITIES 



EQUIPMENT AND 
MATERIALS 



H 



\ PERSONNEL 
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33 . Determine types 'and 
sites of needed 
facilities 
. Reserve needed • 
- facilities 

. Detennine equipment 
35 and supply needs (in- 

clude screens I)/ 

. Test eq^uipment 

. Order necessary- re- 
^ > ' source materials 
including spare 
bulbs and fuses for 
all equipment^ • 

. Preview films; re- 
pair if needed 

. Make equipment chart 
to facilitate delivery 
of equipment during 
workshop 

. Pu1^ together packets 
for participants 

37 . Determine criteria for 
^ ' s|?eakers 

♦ Invite appropriate 

speakers • 
. Brief sp^akers/chair- 

persops as. to exp^cta^^.- 

ticms of them 
. .Confirm times and dates 

of sessions with 

speakers/chairpersons 
. Select guides, recorders, 
. registration personnel,- ' 

and session chaii;persons . 

Brief all persbxlnel as 

to duties 



Make changes as. 
necessary^ 



• Distribute packets • 
to participants ^ 

. IStfee that equipment, 
and materials are in 
right place - , 

• Check PA' system 

. Be sure spare bulbs 
and fuses and extrd 
tapes are provided 
with equipment 



► Be su25e, personnel have 

necessary supplies/ 
• information to do Jobs 
. Be prepared for any • 
' emergency that may 
arise 



. Evaluate adequacy of 
'facilities in terms 
/Of p'rogram and types 
of sessions - 



Return borrowed or 
rented equipment 
Evaluate order, de- 
livery, and return 
systems for' equipment, 
materials, and packets 



. .Send thank you notes 
^ to - all personnel 
. Evaluate speakers in 

terms of presentation, 
^ content, and other 
relevant criteria. 



. 19 



/ 



■ COWSIDERATION PAGE BEFORE THE WORKSHOP 



i 



DURINa^THE WORKSHOP 



AFTER Tm WORKSHOP 



EXHIBIirS 



'* REGISTRATION 
. EVALUATIOJI 

I 



^ -Determine eihibit area 
and hours or operation 
. Arrange fbr exhibits 
from various sources?. ' 
» consider both commer- 

cial and educational 
exhibits 
; Assign space to j 
" exhibitors* * ^ «» ' 

^ . Establj.8h registration, 

set-up,' and take-down.' 
pix)cedures 
^ Consider exhibitop-v^^j^ 
iiemonstratiofl' sessicms 

'^3 . Put together packets - . 
. Plan registration 

procedure^ 
. Consider pre- 
" ''regii^tratlon 

. Del^elop evaluation 
" instf*uments and 
. pro'ceduiii^s 



lAr range for orderly » 
set-up of axea well in 
advance of timfe exhibits 
are scheduled to open 
Provide necfessities for 
exhibitor demonstration^ 
sessions \ 



. Implement registration 

as plamed , . . * 
. Provide* for late and . 
dstily registrations 

. M^ef informally wfith/ 
pi annihg« committee each 
day ^ ' I 
. Explain ev^uation 
' procedures to par- ' 
^ ticipants and have 

forms pompleted 
. Consider a steering 
compiittee of ,pai^ici- 
pants td meet with 
planning committee- ' 
daily for input and 
additional evaluation 



Arrange for brHierljr 
take-dovm of area, • 
ed^ter time exhibits 
ar^ scheduled ,to close 
Obtaih' fevaluation of 

' exhibits itfid related* . 
activities ' . \ ^ . 
Provide opportunities . 
for -exhibitors* to also 
evaluate these Ai)ects 

-of total v^tksh^ • 
^r^)gram 

Evaluate all ^aspects ' 
of registration from 
points of 'View of/ ♦ 
committee,, participants, 
Speakers, .and workers 

Prepare final evaluation 
Have meeting after 6- 
month follow-uj) ^ * ^ 
evaluation 

Meet with, nex* y.ear's 
committee .and pass 
along information 
Conduct followrup * . ' 
evalXiations to deteiS' 
mine effects and im- * 
pact of workshop on 
^programs ' and activities 
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' PLANNING "THE PROGRAM , 

Before the Workshop 

♦ 

. Determine ot)jectives ^of the workshop--what/do you 
hope to accomplish? Who is the wprkshop geared . 
toward? * \ ' ^ 

. . Survey both disabled and ^hondisabled persons involved 
in physical education, recreation, and related p'ro- 
gram areas for impaired, disabled, and handicapped 
persons to ensure th^t the program is directed, toward, 
--needs, problems,* and pri9rities of impaired, disalpled, 
jand handicapped individual's and of persons working 
"with these groups'. ' * ' ' 

. ' Determine ^format that best» meets these objectives. 

' (This is covered in- detail in the next., section. ) 
' . .Establish criteria for speakelrs, irS light , of the . 
format to be followed and coritent of the workshop. ^ 
(This is covered in ^^grea^er, detail in the section '-..^ ^ 
* on Personnel.) A Planning Chart, such as the one^n^ 
pages 27t30 is helpful. 

Investigate possibility of having exhibits that 
complement workshop sessions. (See section on*' 
Exhibits for more detail. 

During the Workshop 

Make .program changes as necessary. 
Announce program changes by .means of public address 
system, announcements in each session, or printed 
signs. ^ ' " . ^ f 

After the Workshop ^ ^ * . , 

Evaluate the workshop pro^ram^ speakers, and exhibits 
' in terms of • estabrished criteria. (See section on 
Evaluation for details.) / 
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. FORMAT 
Before the Workshop ' ^ ! 

,Da"t|fnnine format that best meets program objectiv\ 
01 various tyfges o"f sessions makes programs mo2?e i\^t 
Different types of sessions include: 

.LECTURE/ADDRESSES 

* Introductory address to the workshop should — \ 
--provide an opportunity for workshop chaii 
person to orient participants to purposes 
^ . and personnel'. ^ ' 

--explain major aspects of the program. ^ v 
••». ' »* * 

. Keynote presentation should' — 
--identify problems 

--provide background of problems in tenns^of ^ 
prevalence -figures and '|)ro jections , critical 
aspects, and what is currently being done- to 
alleviate the^. problems* ^ 

--set the toTie for the total conference, -issue ' 
charge to participants. 

--challenge participants to initiate programs,' 
expand existing programs, unde'rtake researph, 

* . and increase opportunities f^or impaired, dis- 

abled; and handicapped individuals though 
s^>ecific physical education, rec^reatiM, 'and 
^ related programs. 

There should not be too many lectures, addresses, or times when 
/ participants merely sit, and listen . The k^y tp a^ successful 
program is active- involvement by participants- -they want to 
talk with , not be talked at or to! . 

. SMALL GROUP B'UjfZ . SESSIONS ■ <!?•' '.' 

' The*^e groups consist of ten people or. less aUd— 9^ 
I . --giv^ each participant -an opportunity to r^^cert 

to general presentations, ask 'significant 
.5 questions (something they may be rel^ictant to 
V 1i2^',do^in a large general meeting), discuss mutual^ 
problems, and present their success stories 

* , * and promising practices. 

? * —should be lei by cRairpersons selected and 

. oriented in advance so they know what is ex- 
pected and how to channel discussions in 
relation to workshop objectives and backgrounds 
of participants, • 
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DEMoJiSTRATION/PARTICIPATION SESSIONS 

* — provide participants with opportxmities to see 

consultants teach/lead. 

— are effective in providing participants witlt'pri- 
mary experiences that show xhe potential of im- 

' paired, disabled, and handicapped persons in a 
' variety of physical education, TOcreation^, and.. 

related activities . 
— may include ^ginning' and advanced levels of 
;teaching and jfeadership in perceptual-motor ac- 
tivitils , physical education and physical fitness . » 
activ-ities, recreation activities, outdoor education, 
aqu,at i c s/swim^iing , c amping , scout ing , and >el at e d 
program areas. 
— may include opportunities for interaction between 
workshop participants and impedred, disaijled, and 
^ harcdicapped.^persons. This can be valuable in 
brewing down anxiety, fears, and apprehension of . 
participants, regarding these individuals. 
--•^)rovide opportimities to break into four or five • 
Small groups for specific sessions* feis can be - 
haiidled in a variety of wayst (l) participants 
^elect to 'attend one or two sessions, (2) they 
^ attend all sessions with rotation Jrom session 

to session fcont rolled by a signal. In the latter 
approach, i^tation may be done by (l) consultant 
and demonstration personnel remaining in one place 
' and participants rotating* (2) cotisultanti and 
demonstration personnel rotating and participants . 

* remainihg in one place (in this case all stations 
^ should have the same equipment), or (3)' piartici- • 

pants and deflK)nstration personnei^rotati^ig and 
consul tarit remsdning ^in pne place. 

VISITATIONS * ' ' 

— give participants opportunities to see on-going 
program's that they might h^ve read' about. 

— are particularly useful when demonstration sessions 
are ^esired but facilities are lacking at the site 

^ of the workshop.* • ^ 

PANELS \ ' 

This type of sespion allows maximum time for questions 
and answers. Panel members — . 
.--make brifef presentations followed by an open • 

que'stion and ,answer period. 
^ — make presentations in turp' arui then respond to 
. questions directed to him/heT--a time limit must 
be enforced. . ' . 
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, — could be well-known practitioners or educators 
in the field whb-^give no formal presehtation. 
but merely responcj infoipmally^ to -questions. ' 
Note: To be sure' a session of thi^ type stays 
on the ^track, a moderator could have all 
questions submitted on carftls^ so that he/she 
could direct questions of general interest to 
th^ appropriate panel member, 

OPTIONAL SESSIONS ^ . 

^» — deal usually with problem areas identified by 
participants themselvesi pVe- registration forms 
may have a designated space Where participants- 
can write in topics they would like to see as 



— may be buzz group, question- ^swer, demo n'st rat ion, 
or panel format; ^moderators are selected on the 
basis of the topics covered. * ' . • 

--■are informal gessions often held at night or 
after scheduled sessions have ended. 



These are optional sessions that are very informal^ - 
and usually not preplanned. People at a workshop |who 
find that there -is; an interest in a particular subject 
.or a mutual problem spontaneously decide^ to have a 
Happening , determine a time^ and place, and put up 
sign-up sheetsV' ' ' ^ ' 

AN HOUR WITH / ' • 

An informal question- answer session in which par- 
ticipants can interact witht/well-known professionals 
or' consumed. This is a particularly good format 
for an evening session. ^ These sessions are also 
effective for an individual immediately after' he/sTie 
has made a formal presentation. 

SPECIAL SESSIONS FOR STUDENTS " • 

-^deal with topics of interest to students. 
— utilize very informaT question-answer or buzz 
group type of format. 




T 




HAPPENING^ 
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DROP-m CENTERS.. \ • • . , 

— are most effecbive in workshops lasting two or 

more, days., ^ , . ' , 

— should be ^arranged .so that part Icipantg with • 
similar interests can get together; there^ rfayl be ' 
two or three such centers in one workshop. j ' . , 

--allow participanite to meet and exchange ideas, 
show and tell what they aii^ doing, and geheDally 
become involved . . \ . • > 

--provide participants with opportunities . to par- 
ticipate in cracker barrel sessiWs, in which one 
can .talk informally with others aboxit programs; 
this encourages participants to try new ide^as and' 
often gives them g^-eater motivation when they 
return home. ' ' ' 

— give participant^' some small recognition from 
colleagues for* things they are doing -in .their 
communities. - ' ' 

fllM CENTERS / • • 

Appropriate movies, filmstrips, slides,, loop films,* 

and yideol^apes/cassettes may be set up in a designated 

center so that — < . 

—participants can drop in and watch or show audio- .>-^ 

^" ^ visual materials that pertain to presentations, 
have been ^ Advertised in professional journals, 
^or deal with local ongoing programs. ^ ^ . 
--participants are enctDuraged to spend time in the r % 
film center. Arrange audiovisual showingS;. in , ' 
free time--i>efore the first^ session in the morning, 
at noon, ^during breaks, after the last session of 
the day.* Post a schedule on the door of ^the Center 
and in other prominent places. Announce ti'tles and 
times before each sessioJi and incluoe tltj.es and 
times in the printed program or on a special handout, 

RESOURCE MATERIALS AND MATERIAbS CENTERS 

--schedule a sessioft — speaker, or panel--on resources 
avail able- - i/'e. , visual aids, educational and In- 
formational materials, lists of dn-going programs, 
cofisultant.s , materials/inediS centers, equipment and 
supplies , tefLching tips> adaptations and modifications 
of activities and methods. Provide^ each participant 
with a kit or packet of materials to take hqihe- 

— provide participants with lists of people wHo can 
send them additional infbrmation and names and ad- 
dresses of suppliers, publisher, and others who 
produce, materials in the' areas of physical education, 
recreation, and related areas for impaired, disabled, 
and handicapped persons. . • , 
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—make available fliers, brochures, reprints or - 
' , ari^ticles, .and other appropriate materials. 

.• . CLOSING SESSION ■• • ' ' J - . ' - ' v*. 

!El>i6^s fif short— 15 minutes , or less--dynamic 
^ ' preaentatioii intended to motivate, challenge, and 
^ ^ stimulate a gomm^tjnent /to action on the paart of - 
.* . .each p^articipant. • This might be ,best' accomplished 

ax a wind-up dinner or luncheon. 

Establish^ a time schedule by u^tilizirig a Workshop PlanMng cJhart 
suCh as the one presented on pages' 27-30- 

Develop a. pririted or Aaeographed -program once speakers hav^ been 
engaged, titles of .sessions established, 'and times and^ places of 
sessions determined. , , 

During the Workshop • " ^ ^ • . 

. Start and finish all sessioris. on time ip'^ ^ - 

. Make sure there is time for questions ,and interacj^ibn/ 

ai'ter' each, presentatiort/ ' . ^ 

. • Follow the game plan developed in pre-workshop plying; 
* but be flexible enough' to adjust to. changing situations. 

After the WorkshoTV ^ 

' ' ' It' 

. Evaluate, the -effectivenes's o'f- formal schedule ajid 
/ printed program in term^ of ways .each f;^ilitated* 

attainment of workshop objectives. (See sectipn on 
, EJvaluation for details . )' - * ' . * 



SAMPLE WORKSHOP TIME SCHEDULES ^ ^ 

One-DaV Program 

Several of the types of -sessions described in the prec^eding 
section can fee used in tha course of -a one-dav workshop , The-v 
following example Illustrates how -ailfer^t types of sessions idd 
variety to the program; the example ^also shoi^s a. time scheduler 
that a one-day workshop might follow — ^ * ' 

T ' V • ^ ^ 

8O0-9«C)p Registration ^. . \ ' 

9;00-9j15v Introduction and statement of works'hop 
' purpose? 

9«15-10;00 Keynote address— charge to participants 
la: 00-10: 15 Coffee break . 
10tl5-12:30l Four ptesentations . 

. medical ' aspects V 
, , ' ' ' , psychological aspects 

. social aspects • , * 

/ ^ • . o;a-going programs. 

Notes' These presentations could b6 s^t up 
. in one of three ways? • * 

, all participants attend each of four 
short pr^entations; or - " 

• \ , , ' \ , each presentation is about two hours 

long;, participarits elect to attend' . 
• only, one; or" . ' ^ % ^ , 

. e^ch presentatio'h is about 60 minutes 
^ . \^ \ long with two going onr simultaneously; 

participants may pnly attend two. 

12 :>0-l : 30 ' Lunch ^ ' ' 

. 1': 30-2: 30 " Demonstrations ^ ; . . . 

2s 30-4:00 ' Small discussion groupa 
4:00-5:00\ Closing, presentations 

' ' ^ . glfailable rfesources i 
^# * ♦ challenge # .motivate, and stimulate 

^ partic;ip'ants to initiate action 

' ' ^ ^ -programs ^ 

bnfe- and- a-Half Dav Program 

. A representative time schedule* for one-and-a^-hSdf day 
workshop follows — * , . _ , ' ' 

<i * • * 

First Day ' * • . ' . ^ * 

9 « 30-10: 00 Registration and cpffee^ 
10s 00-10:15 ^ Introduction and 'statement of workshop 
purposes 

[ 10sl5-lX,sOO. . Keynote address' ' ^ ' 



• ■ « ■ ■ ■■ 

11 J 00-12 1 30 Three presentations 

medical aspects 
. psychological aspects 
/ . ^social aspects 

Note > The^e presentations could be set up 
as described' in one-day workshop 

1200-100 . Luncl^ - 
It 30-3^00 . ' Presentations on- Outstanding Programs 

. j)hysical fitness 
. recreation^ ^ 
. yolunt^eers 

3100-3515 Coffee breaif — . - ^ 

3 J 15^5 * 00 Small group discusi^ions 

6O0-8:00 Optional — dinner with speaker 

Second Dav ^ . 

9:00-10:00 Reports from discussion groups ^ith opportunity 

\to have questions answered by experts. 
10:00-10:15. Coffee break ^ ~ 

10 : 15-I2 i 30 Demonstration( s ) 

'12:30-2:00 , Closijig luncheon with short presentations 

. avail^le resources { 
^ \ • c^allen|te to- action 

' Two-Bay Program . ^ 

^ y,This*Would follow a format sdtailar to the one-and-a-half day 
meeting, winding up either in the late afternoon of the second day 
or with a closing dinnjEfr/^ The two-dav meeting ^lows more time 
for effective use of: • ^ " 

. additional speakers . 
^ . . * -visi'fations to sites of on-^going programs 

. 'Visual g.ids such as a. fft-tn center 
' . demonstTration/participation' sessions and 
% interaction among parti cip^ants 

A. representative time schedule foi* a two-day workshop followter 

First Dav ' * ' \ j - . ' 

9:00-9:05 Opejiing remarks .^d welcome 

9:05-9^^5" It Keynote address. • • . 

9:il'5-ip:l5 ; Demons tration-rJPhysical Pitftess — make cblorful, 

^ dynamic, interesting 

10:15-10:30 Coffee break , . - 
10:30-11:00 Demonstration^-- teaching through gamjes ^ 
11:00-11:30' Sm'all grou^) discUssions 



12i00-i»30 
ir30-3«xio 



3»oo-3«i5 
. 3ii5-^«i5. 

^+«30-5«oa 
X 5tOO-7«oo 

7^0-8 « 30 



Lunch . . ' . 

Demons-tratiqns ' 

. game,s.-of low organization , , . 

. basic motor skills 
Coffee break 

Demcfns^ration — swimming and pool games 
Small growp discussions 

Dinner y> ' « u 

Gene ral'-Tse^B ion — questions ; \ 



'R^ajLnder of evening' free , or suggest films, informal 
disjtiussions , liagQ^enings ,^ special interest meetirjgs, 
or other types' of optional sessions. 



Second Ds^v 

^0-10:00 

)a5-i2joo 



lOi 

10:15- 



12: 00-2 J 00 
.2t00-3»O0 
3 t 00-4 s 00 



^Demonstrations • , 
« L . jgymnastics ' ^ ' . ' 

^ ^ sports skills 

Coffee break . 
Demonstrations - ^ 

. laiig« equipment 

V -combative <activities and partner games 
Lunch and speaker ' . , - \ 
Small group discussions 9 - 
General session ; 
. questions- answers 
. evaluation 



25 



30 H 



WORKSHOP PLANNING CHART 



^EfPE OP 
SESSIONS 



QUALIFICATIONS OP 
SPEAKERS 



NATURE, OF' PRESENTATION 



TIME 
LIMIT 



COMMENTS 



Opening 
Remarks 



Keynote 
Addres^, 



RIC 
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•Workshop Chair- 
person 



•Well knovm and* 
eatablished physi- 
cal educator, reo- 
reation specialist, 
psychologist, or 
special educator 

-Well known, individ- 
ual (personality) 
with some acquaint- 
ance, background or 
experience' in areas 
of concern 

-Program ^.articipant 
(consumer) with per- 
sonal experience 
and/or professional 
background in one or 
more of^ the^ areas • of 
concem 

•Good knowledge of ^ 
concepts of edufcat- 
ing impaired, dis- 
abled, and handi- 
capped persons 

-Knowledge ^of motqr^^- 
physical problems pf • 
special populations *. 
and 'the role of ipotbr. 
activity in, their^ • 
develbpmeiit ^ , 

-Excell-ent oratory 
skills ' 



4. 



-Welcome participants ' 5 min. 

-Explain purposes 'o^ work- 
shop and describe how 
'they will be met 

-Introduce keynote speaker 

-Identify role of physical _ 30 min.* - 

educ at ion , recre ation , and 

related areas as^one agent 

in education, training, 

habilitation, rehabilitation 

growth, and development of 

impaired, disabled, and - * 

handicapped persons 
-Discuss shared objectives 

^tnopg. different fields § ^ 

m^rested in special 

populations 

-Describe Linique contribu- 
tions of physical -educa- 
tion, recreation, and 
related activity' eu?e^ 

-Use many examples and 
success stories 



is important to get 
off to a^fagt, lively 
start" :^ 



A talk to make partici- 
pants aware of the 
tremendous importance , 
of physical activities 
for impaired, disabled, 
and handicapped persons 
and to make tham eager 
to participate and pick 
up as many^ activities 
and ideas as possible - 
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TOT 01 
SESSIONSh 



QUALIFICATIONS OP 
SPEAKERS 



i^ATURE OF PRESENTATION 



,TIME 
LIMIT 



COMMENTS, 



Demonstrations -Successful .experience -Present a Variety of phys- 



in developing an^ • 
conducting activity 
prfigrams for impaired, 
disabled, and handi- 
capped ^persons V 



IN) 
00 



ERLC 



33 



ical activity sessions « 
. Physical f itness--i. e. , 
, calisthenics, running • 
obst acle/ confidence 
course,^ f itnass/games ♦ 
expl o rato ry/p ro bl em 
solving, ^dance, acro- 
.batics^ 

'LtJw origaniz$ition games - 
and activities 

. Basip motor skill ac- 
tivity — i . e . / walking , 
running^ jumping, hop- 

^^jplngt ^.pping, swing- 
ing,* skating, rolling, , 
•rhythms 

. Aqutft i c s/ swimming- - oVi t 
entation to water and 
'water safety, teaching 
strokes pool games 
— - boating, 'small craft,* 
canoeing, life saving, 
skin and scuba' 

. Sport Skill instruction- 
this may be specific to 
a sport or general prin- 
ciples illustrated with 
several sparts' / 

. Gymnastics — i.e. , self- 
--testing , tumbling , 
stunts , tram]i)oline , 
V aul t ing , aft rer atu s 

. Small equiprient — i.e., 
hoops, chs^irs, balls, 
ropes, bean bags, tires, 
boxes 



30 or ^0 -Presentations may be 
diin. per iriade in several ways 
session ^preferential order) — 
. Demonstrations with* 
J impaired, disabled, 

/ and handicapped 
children in- special 
and regular . 
settings ^ 
. Demonstrations with 
workshop pairtici- 
pants# 
. Combination of dem- 
* qnstrations and 

partigipation 
• . Films 

^ . SUd^? 

-Demonstrati©ns should 
- * be* conducted both in- 

^. doprs ^d outdoors. 
If group is too laiige 

^ to handle together, 

* plen concurrent ses- 
sions and then repeat- 
them. Optiofts can • 
include rotation by 
(a) participants, (b.) 
participants and dem- 
^ onstrato.rs,, or (c) 
consultants and dem- 
onlitratprs ^ 
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■ TYPE OF 
-SESSIONS 



QUALIFICATIONS- OF 
.SPEAKERS 



NATURE OF PRESENTATION 



TIME 
LIMIT 



« COMMENTS 



Demonstrations 
(cofitinued) . 



4 



Small- 
, Group Sessions 



-Chairpersons must 
ha,ve experi.ence in 
gro.up leadership and 
be well prep^ed pn 
topics, in advance 
-Goals of sessions 
must' be well-defined 
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. Large equipment- - i. e. 
cl,iint)ing apparatus, 
pi ayground=,;_eq,uipmen , 
homemade/improved * de- 

—vi^s 

. Combative ' activities 
and'Ipartner games-- 
progressive lead-up 
to wrestling ^ 
^ . Teaching through 
gamesr-use of^physi- 
cal activities .to 
teach concepts-, i.e., 
(a) presenting ac- 
tivities visually-r 
.orally, and kines- 
theticaliy to pro- 
vide a variety of 
stimuli, (b) knowing 
left and" right, num- 
*bers, ve^al symbols, 
arithmetic , and (c ) 
using activities to^ 
produce a variety of 
•responses to stimuli 

-Irlclude buzz, sessions for 
discussions of use of ac- 
tivities whichJiave been. • 

^ 4"^monst rated for types ,of 
groups with whom partici- 
pants are now or will be 
working 



i 



30 min. 



-Leader must be. mind- 
ful of time limita- 
tions and keep dis- ' 
cussions directed 
toward activitieap, 
which were demon- 
strated' 
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. TYPE OP 
SESSIONS 



QUALIFICATIONS OF 
SPEAKERS < 



NATURE OF P RESENT AT^I ON 



TIME 
LIMIT 



Small 

Group Sessions 
(continued) 



General 
Sessions" 



o 



Closing 
Session 
Address 



-Small group chair- 
persons 



0 -V 



-Well-kneim person^- . 
ity — not neqessarily 
professional, but 
with some relation- 
ship to special pro- 

- grams or populations — 
i.e., entertainer, 
politician, .athlete 



-Discus^ adaptations ac- 
cordirlg to^ such factors 
as age, sex, IQ. level, 
facilities , equipment, 
time, handicapping con- 
ditions, program organi- 
zation 

-Discuss ways to modify, 
vaiy, and elaborate upon, 
activities * 

-Present* brief outline re- 
port from each small 
. group sess^-on 

-Consider and plan* this 
type o£ session' care- 

^fully since speed of 
'aftd repetitiorv in pres- 
'efttations are often not 
wfell received 'by 

- participants 

-Inspire participants 
with motiv-ational talk 
to put into action new . 
knowledge and ideas they ^ 
have gsdned, impix>ve their 
programs, and/or ^tart new^ 
programs where none ^xist 




15 to 
20 min. 



COMMENTS 



-Grptips may come, up # 
with a brief outline 
report of suggestions 
and recommendations 
tp predfeht at a 
General Seasion 



■Include .specific 
recommendations and 
suggestions 



-May "be presented at 
closing liincheon 
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PUBLICITY 



Before the Workshop 

. Develop notices that describe the workshop, give datel 
' and subjects of sessions, indicate key presentors/ 
- speakers, and prbvide other pertinent information. 
. Send notices pnd/or invitations to individuals, groups, 
organizations, schools, and agencies involved in or 
interested in programs,- for impaired, disabled, -and j_ 
■ handicapped i)ersons ifi general and physical education, 

recreation, or related areas in particular. • 
' . . Send releases and' other promotion materials, including 

glossy photographs, to newspapers, professional journ^s, 
radio stations, and televisionj^channelsi If the work- ^ 
shop is being held, at a university or agency, witf^a 
public .relations department, contact this department 
for assistance and/or additional publicity. . 
*. Take advantage of television anxi radio 'talk shows to 
. publicize the workshop; some television and radio 

stations allow a certain amount of free* public service 
air time to anno\ince programs of this type; make 
• arrangements for key. personnel to be interviewed and/ 
or participate on radio or television programs. 
. Establish a press room or a public relations chairT 
person, depending on the size and nature* of the work- 
shop. The' function fif the public relations, chair- 
. person, whether or not'tliere is a press room, is to 
distribute pre-conference materials, provide copies 
■ of talks made during the workshop, and suggest to re- • 
porters what sessions they might like to cover personally 

DuHng the Worksfop " , * „ " 

■ . Continue to send> out press .releases and encourage re- . 

porters to attend sessions. 
. Be sure public relations chairperson and press room 

personnel are alert to story possibilities and state- • 

ments that may make news.. 
. Post press releases for participants to read. 

fitter the Workshop - ' . * . " 

. Send thBnk you notes to appropriate media per^nnej..- . 

. Get out releases to local papers, professional journals, _ 
radio '.stations, and television channels summarizing ^ 
highlights of the workshop and providing informatj^ 
about par^ticipjants; ' ^- ^ ^ 

. 5end articles to home town newspapers, radio -stations, 
and television channels of featured speakers i presenters 
demonstration lexers, and particip^ts. • ' 
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•~ Pollow-up stories,^ programs, and other materials and 
information provided media pers%inel. 

Evaluate. ef f ectiveriess of this aspect, of overall^ 'program 
in terias of quantity aiid -quality of coverage. 

Sample Press Heleage 

Name of Agency/Organization sponsorijxg 'Workshop ^ 
Address . \ 

Telephone Nuinlbe'r ' - . . ^. ^ 

For Release (date) , 

~ , «■ 

The Recreation Department of Parker Hospital is having a workshop 
titled The U^e of Volmteers in Hospital Recreation- on Saturday," 
November -8 . The workshop .will be held at Parkergyille- Community 
College on the third floor of the Main Building, from QiOO M to 
l*t36 PM. . , • - . ^ : y. 

Featured speakers at the workshop will include' A/ W. Grant, Ex- 
ecutive Secretary of 'the State Recrepition 'Association, 'and^M. S. . 
Nartin from the* ftifterican Foundation for the Blinds -Workshop .ses- 
sions 'will cover such topics as training of -volunteers for 
^athletic programs, recreation activities that coul^d be sponsored 
•and. conducted by organization- affiliated voluriteers^ and *the 
.volunteer's role in rehabilitation of the spinal cord injured' 
patient. 4 ^ - . ' T ' * *^ 

Recreation professionals, persdnnel who work With volxmteera, ahd^ 
persons ifiterestet^'in becoming volunteers ara ui^ed^o a"ttend. 
Registration fee is $5.00. For further info rmatiofi' about the , 
.workshop or to receive registration information,^ contacts • 

/ ' . • / - ' ' ' ' 

Name 

Addresg - 
. * Tele4)hone ' 
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.FACILITIES 



Bitf ore ' the-> Workshop 



. Survey %rKL reserve needed facxlities, sftich as jLange. 
^ aad- small meeting rooms-, dining rooms for special' 
ey,ent^^ jgywnasiums^ *swimmiftg ^pools/ 'and other room? 
^needed for specifitT ses4ions.\ 

# . " . ^.Determine wl:ifere exhibits can be set- up* Divide 

this sspac^ and give each exhibit area a numbe*r for 
e ase in assigning -bboths, ' ' ; • - . 

•jjjjjjph'pclb restaurants and^hotels in the area and make, » 
a iist of these to give to workshop 'p^hrbicipants. 
Assign rooms^ and other program facilities in terms 
' of type of. session, anticipated at*eridance, and 

' ' number of conqurrent sessions. . ^ 

* During th ^ Wnr^j^jj^np . , ^ J - 

. le prepared totiu^e changes, sj^ch as re- assigning 
rooms on vthe basis of numbej^f participants in 
M each pession."'^ . * • . , ' 



After the Workshpp • 



Evaluate procedures used , in assigning rooms arfd 
,e:?hii)it gpaqes. . ^ • ' ..^^^.^ ' ^ 

E^al\iate adequacy o? facilities, in terras of jirogram 
types of. session?, number of conc\i3ibelit, ^sessions; . 
afid number of participants;. / 




or 



33 % 



EQblPlWENT AND MATERIALS ^ ' . *, 

Before the Wo^fkshop ♦ * 

Deternjine audio-visual equipment \eeded fo-r* all "sessions, 
such tas projectors, phonographs, screens., public address^ 
systems, and physical education/re6r%atron equipment and" 
suppliesr borrow or rent equipment ,and supplies needed. 
/. Test equipment tp make, supe eaclj/piece works. . 
. ^ Order all needed 3?es6urce materials well ahead of .time 
to allow fo^r slow and' misdirected mail. ^ 
\. Preview films and dp necessary repair work. 
. \ Makt an Equipment Chart, such as the tne on page 3Pf 

vdp.ch, shows who needs which pieces of equipment at^what . 
time a|d, ill what' location. \ * . • . . 

. Get espra projector bulbs, carosiel, and ^gular slide' ^ 
.trays, extra reels, spare fuses, and extrst tapes. - 
, Put together packets for participants/ 

During' \he ♦Workshoi^ ^ ^ * ^ < ' 

0^ Disti\]iu|^ p^cket3 to ;p^rtS.pants. \ ; - * ' 

See that all equipment and^upplies are delivered to the 
right "location at Jhe right time; ; test all equipment to 
.see that.eaQh piece works. \ - . ^ ^ - , a . 

"\ ^ Check the public address systems to see that eacli iff 
working. , " . ' . ^ . - \ ^ ' 

- '^^ . Be^re spare ^bulbs, fuses,, jqiid extra tapes are 'delivered 
^ with equipnient'.j '\ - . • - 

After .the Worksj^p * . t. " 7 ' * . * 

'Return borrowed or; rented equipmer^.and nfaterial^s. : 
' . .Evaluate or^er,\cleiivery, and rettflh systems /fo^' ' t - 
equipment / materials^ and packets^ \ ^ • , 



EQUIPMENT PLAlTNING CHART 



DAfe OF 

SESSION^ 



TIME OF 
SESSION 



LOCATION OF 
•SESSION 



SESSION 
LEADER " 



• EQUIPMENT NEEDED 



RETURNED 



10/18 



9r30 - 
10 1 30 .AM, 



• 9 1 ao - 

10 1 30 AM 



10«3Q AM 
. - noon 

10't30 'AM 
- noon 



Rm. 212 



. Gym 



Pool 



Rm. 8 



Ms. Jones parallel bars, overhead 
projejg^tor, screen, 
projection table 

Mr. Adams . ma^s/ sli^^^rojector, 

microphone w/cord, 
screen 

Ms. Ames chalkboard, kickboards 



!4r. Smithy lectuna, microphone, > 

l6nim projector, screen, 
'. " , phonograph 



PERSONNEL ^ . 

Before the Wc^ikshop 

^ ~~ • . 

Determine criteria for speakers/chaitpersans and^other presenters 
based on the subject and purposes of tJie workshop. The Workshop 
Planning Chart (jpages 27 .to 30) may be ih^pd in this process. 

' . KEYIJOTE^ SPEAKER • . • ' 

Should be a knowledgeable leader, such as — p, 
--dfcppctor of state assopiatiori for mfental 
^^rcajrdatioa, cerebral pals^' association, 
or similar organisation. 
' — specialist in physical education, adapted 

physical education, recreation, therapeutic " 
. recreatiBrx, special education, health, dfcr-a 
• related area from a nearby college ot univer- 
sity, school, 'or facility. 
— representative from a professional association, ' 
volunteer organization, or paferrt group. 

— director of a state or local facility that has 
an outstanding program. / ^ ^ 

' — goverrimgnt officials (local," state, "or federa^ ' » 
who have been interested in and/or involved im \ 
programs for impaired, disabled, or handicapped 
. persons. ^ . . ^ • . , 

* —impaired, disabled, or handicapped persons who ^ 

speak publicity. , * ' ^ 

^ — outstanding practitioner. 

— involved personality. , . .i • 

. OTHER SPEAKERS OR PR^SENTORS- ' - 

•> » ^ 

f ' • M^ht be representatives of — / / \ . 

--consumer or parent groups. ' 
""--public or private' schools. ' 
^-cbmmurjlty recreation agencies or p^rk boards. ^ 
—youth-Irving* agencies, such as YJV'YWCA, 
" settlement houses, or scoutifig. , - ^ ' , ' 

•^-^-sijate resi^d'ential facilities', regional facilities, 

.day care centers, activity^ centerp. * 
. — parent associations, Qivic organizations, service ^ 

/groups-* • • ' / » / 

— medical or psychological groups, including ; . 

hospitals, developmental caters, special clinics. 
— Qollege/ujaiversify programs and^deyelapmental 
' ^ centers. ' ^ ^ 

--special programs such as Recrea'tioh Cwiter for the 

•Handicapped in San Francisco or Community Association 
for the Retarded Wedde Handiswimmers in Palo Alto, 
California. / ^ ^ - ' 



' " — demons=tratao]:i' projects and/or federal or state ^ ^ 

funded.pro jects,\ ^ ^ ^ . 

. ' V - ' — camp,' and Dut<Jop]f'educlation/recreation programs. 

^ — special programs such c as swimming, 'skiing, sports^ 
. • * or perceptuaT-motor development, * '* 

CHAIRPERSONSS Of SMAIIi- GROUP SESSIONS • 

- . Should have ability to draw others out, keep the topic 

in focus,' gnd Ijave an understanding of the subject 
under discussion. _ ' . ' 

Invite .individuals with necessary qualifications who meet criter^ 
to conduct sessions' at the workshop. ^ 
Brief speakers, chairpersons, and other presenters in terms of what 
is expected of them and help. they may expecjt from the planning 
committ^ee.. 'Have sgeakers. submit copies or summaries of their talks . 
to the workshop chairperscJh o^ press room (or both) on the day of 7 
their presentation or^pref eraibly , sooner. ^ 
Be sure that' speakers, chai^ersons, and other presenters know times 
and days of their sessions; if they -have, hand-out materials, they 
need to toiow the anticipated number of participants for their sessions. 
Check that information about speakers, chairpersons, and other pres- 
enters is accurate before it is printed in the program or sent to 
the media, I ' ^ ; 

Select perisons 1:o serve as guides, recorders, session chairpersons, 
and, registratidn personnel. Do not overl^k the_possibility, of ^ 
using impaired, disabred, or handicapped persons 'in -these capaciti-es/^ 
/This may bring about increased interaction between i)articipants and 
individuals with various handicapping conditions. 
Brief these personnel thoroughly as to their duties. ^ 

. GUIDES ^ . t 

* • Direct people frpm session to session and answer 
s*pecific questions about location of rooms and the 
program in general. \ - 



RECORDERS .' , - ' 



— note the nuniber of people who attend the session 

to which they are assigned."^l|L 
--summarize what ♦was. said by splakers and/or 

panelists, or done by 'demonstration groups. 
— obtaity, copies of presentations and hand-out 
• :materials. 

— turn in reports to a designated person in a 
specific room at^a certain time. 



. • • ' ' ' . 38 ' , 

Er|c . ' • , V " 46 



SESSION CHAIBPERSONS 

— introduce speakers, panel members, participants 
in demonstrations, recorders, and leaders who 
are attending the session, * . 

--summarize the topic. 

--make announcemients about the' program. 

— see that the session begins' and ends on time. 

— coordinate activities withfii the sessit)n, such 
-as rotation, if leader or participants -rotate 
from demonstration fto demonstrationr. 

REGISTRATION PERSONNEL • ' 

— sit at a desigriated registrgition table and 
hand^mt registration materials, such _as 
proglBbs,* identification badges, meal tickets, 
and information about places to eat in the 
communi^ty., ' 

— be prepared to answer* questio»s and handle 
emergency situations. 



During the Workshop 



*^e'sure that recorders^ ushers, session chairpersons, 
and registration personnel have equipment, supplies, 
and information necessary for them to carry out their 
jobs. 

,B.e prepared for any emergency that may arise. 



After the Workshop 



Send thank-you notes and remittances (if pre- 
arranged) to all personnel; involved in the workshop. 
Evaluate speakers and .other personnel in tems of 
participant .rfespon&e to^them^tod th|Pr -ef f ectiveness-.- 
i.e.', presentation, content, relevance, and other 
appropriate criteria. 
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EXHIBITS t ) ' 

j 

Be!Core the Workshop 

. Determine where e^Saibi^is can be set up, capacity,^ . 
the area, an<i'^ours of operation. 
' * . Arrange for commercial and educational exhibits that 
supplement formal presentations and demonstrations- 
orj physical education, recreation, and related pro- 
gram areas for impai-red, disabled, and handicapped 
persons.. CommerciaS exhibito^rs 'can help in under- 
writing part of workshop costs. Noncommercial sources 
of exhibits include — - ' • 

— consumer and advocate groups. ^ . ^ 

— professional organizations, volunteer 'agfencies, 
^ ' and parent-groups. ' 

— community agencies, insti-tutions, and colleges ^ 
and universities. ' J 

•"--g^^vemment, agencies (federal or stat^). y 
"-information/resource centers. 
- —outstanding programs- * *^ 
Assign space to «ach exliibitor; obtain tables, 
chairs,' and otb^t disp]tey materials if an exhibitor 
cannot supply them^. - ^ / , 

. Establish registration, set-up, &nd take 'down 

procedures. " 
. Consider exhibitor deaon^tration session?. 

During the Workshop* . ^ " 

Arrange for orderly^ set-up of area^weU. in advance 
of time exhibits are schediiled to, open. 
* . Provide necessi*ties for exhibitor demonstration 
/~ sessions. • - ' ^ 

After the Workshop \ ' / * 

I . Arrange for orderly take down of area after time* 

exhibits are scheduled* to close. 
^ . Obtain- evaluation of exhibits and related activities. 
^ Providjqi opportunities for exhibitors -to evaluate <^ 

these' aspects of total workshop program. 
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• ^ • . REGISTRATION PROCEDURES 

t ♦ , 

Before the Workshop 

. Piut together registration packets which' might include— 
^^he program. * ' ^ . ^ 

--identification badge. 

--copies of presentations and o^her program 
information. ^ 

--hand-out materials describing bn-going programs. 

— fliers, brochures, and othe^ professional 
material's. ^ 

--list' of are a. restaurants and sites of interest. 

— evaj-uation^ fonn(s). 

— pencil, ' , 

— note pad. • ' 

' — other items and products; check with local 
Chamber of Commerce and various commercial 
^ * enterprises for free and approprisCte materials. 
. Plan registration procedures that are to be used. 
Determine cost per participant of attending the work- 
shop, one day,- specific sessions. 
. Consider pre-registration, particularly if you expect 
a large attendance. This greatly speeds up registration 
for you and participants and expedites flow of traffic. 
If pre-registration is used, devise a registration form 
to be sent to individuals with the , notice^ of the work- 
shop (see -section ott Publicity). Participants can 
return the form with payment and be mailed a registraticfti 
packet, onsimply pick up the pack^ on registration day. 

During the Workshop _ . 

Haye a well identified registration area that ^is open 

during certain hours. • ' 

J Iltplement registration as planned. ' •/ 

. Provide for late and daily registrations. 



After the Workshop 



.Evaluate all aspects^ of registration firom points of 
view of committee, participants,' speakers,, and workers • 



EVALUATION 

Before the Workshop 

. Develop instruments and procedures by which participants 

* can evaluate all aspects of the workshop— facilities , ^ 
arrangements, program, speakers, demonstrations, materials, 

^ special events, organization, exhibits. Evaluation can 
be in the form of questionnaires in which' participants 

• fill in answers^or check off most appropriate responses 
to certain key questions. In the latter type of quWT*- 
tionnaire, consider an- even number of-i)ossible responses 
(i.e., excellent, good, bad, poor) which eliminates a* , 
hbdge answer of average or faii;. Purposes of evaluations 
are to determine — 

— how participant.© , felt about the workshop. 

— if participants felt tltajt th#workshop met- 
stated objectives. ' ' ' . 

— effectivehess of speakers, facilities, and 
exhibits. 

— if participants got practical ideas, solutions 
to protjlems,. and reliant resources' fitm the 
workshop, ^ , " - 

— if participants have the desire to go back home 

• and start a program or expand their present ^ , 
* effb^rts. * 

• -Sample evaluation forms appear in the Appendix pages ^ 
1^ 53-65. 

During ^ the Workshop * 

.c Meet with planning, committee before the fdrs-^ session 

• and after the final session each day to evaluate in- 
formally what's happening' and to make necessary ad- 
justments. ; , ' ^ 
Explain evaluation procedures to participants and ask 
them to fill out arid return forms before leaving the 
workshop., \ 

Explain in the final session that participants will 
receive a foilow-up evaluation form in about six months 
to determine how effective the workshop was in terms 
of what participants have done since taking part in th«k» 
program. The intent is to see how many have initiated 
new programs, expanded existing ones, and used or 
adapted ideas, suggestions, ^recommendations , or eoncepts* 
stressed at the workshop; . . . 

. . Consider a steering committee of participants to meet 
with planning committee daily for input and additional 
evaluation. 
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the Workshop 



Meet' with planning committee to prepare a final evaluation 
of the workshop dnd to arrange for sending out follow-up 
evaluation materials. ' 

Study and analyze -evaluation forms filied in, by participant 
Conduct , follow-up evalua-fcibn to determine effects and im- ' ^ 
pact of workshop on programs and activities. 
Schedule a meeting after follow-up fxjrms are sent put and • 
returned; analyze results.^ 

14eet with next year's committee to discuss evaluations and 
planning, and to hel^ your' successor avoid some problems 
you faced. Take six^TftcJnth evaluations into consideration 
when "planning the next workshop. 









~ ~ i ■ . ■ APPENDIX' A ■ ' . 

WORKSHOP PROGRESSION PLAN ^ 
. . / 
The detailed plan of a day-and-^-half workshop reproduced 
here reflects the iii5)jOttance x>f Tihorough and advanced pl^anning. 
This plan was formulated and used in an actual workshop- that 
was a tremendous success. As you study the plan, note that-- 
— individuals natoed thix)ughout ^are responsible for 
being at certain places at specific times .to per- 
form stipulated tasks. 
^ \ — materials, equipment r and supplies needed at . 

Specific times are listed along with the individual 
responsible for seeing that they 'are at the>46sig- 
nated.piace when needed, 
y --workshop committee members and consultants Oj 
i ^ to' the plan quickly and know just where eacr 
be at a precise time. ^\ 

\- A datailed-^'^aane plan helps' you .and the planning committee 
prepare a plan* to fit your workshop- It guides you in setting 
dowp details, planning in dep*te=, "and securing personnel and 
equippient needed t^o run 'the program smoothly and efficiently. - 
This is a representative example of a workshop game plan — it 
does not by any means Constitute the right way to make such a 
splan. Use this plan as a. guide, but only as a guide^ Adapt 
the plan to your program, facilities, and workshop, 2fid. you'll, 
be on the road to conducting a useful, practical and relevant 
program dealing' with physical education, recreation, and re- 
lated areas for.^mpaired, disabled, and handicapped' persons* 
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DAY I (Mondajr) ^ ' 

VtBTxer^l description of workshop progiression, 

8tOO-8«^5 1. During this period '.registratipn will be held. 

Each partitjipant ^that has not pre-registered 
will^ be required to fill in this registration 
form, ' ' 

Personnel: . Secretaries 



Materials: 



Pre-registratiori form^ 
Typewriter 

Table or desk at gym door 
Those participants who have already pre-registered 
will not be required to go to this table. 

Next to this 'table will be the self-evaluation- 
name tag tabled -Each participant will be assigned 
to a group by color, five groups. Pre-registrants 
will already be assigned a color code. Pre- 
registrants wi^^P be divided so as to le|Lve ropm 
in each- group for individuals wjiq .regi^er on 
Monday. Each registrant is also .t'cKbe assigned 
a number. 

Personnel: . Secretary 
Materials: • Printed name tag . 

. Set of red, blu^' yellow, green, 
and purple magio markers 
^ «^ ' ' \' Name tag holders 

^ \ . Officii progr^ 

^ . 3. In the room next to the gym, film's will be shown 

for individuals interested in watching them. 
There will be a sign to direct people from the 
' ' registration table. ' , • 
• • Pe^rsonnel: M.. Jones * • 

. , Films 

16mm projector 

} . ' ' • ' Folding chairs (Bill Davis and ."^ 

Mark AdamaV) \ . 
Sign: " . Film Room (M. Jones) . 

, One film .will run starting at 8:15» 

8:45-9:00 This tim^ is allowed for official welcoming. -Mr. 

Mqrris will welcome the group. Mr. Brown .will also 
make some .comments on how the'workshop f its ,^n with: 
the total department services. ^' . ' 

Personnel . Mr. Morris, Mr. Brov^i^ 
Mfiterials: . Speaker^ table, to geat six and * 
microphone (Bill ^uid Mark) 



The physical arrangement^ of the gym for the 
.Welcoming will be the same' as for , 
Activity. Session I. Chairs will be arrangJW 
in a horseshoe shape allowing for at l^t . •. 
a 20 foot border aroun^l 'the outside, perimeter. 
The number of cRairs-to be 'arranged will be 
decided* at the end of the p're-registration 
period (anticipate 180). 

Personnels . Bill anc^Mark 
, Materials: . Chaira 

There will be a total of 5 activity areas for 
each activity-lepture series. These areas will 

• . ' "be set up to the walls, of the gym-s-two on each 

side wall and'oiie on thfe back wall* - They will 
» be. marked by two -inch black -tape and will (^main 

permanent for the entire two days., ' ' 

Personnel: .« Bill-', Mark, ^and Kay , 

Service Consultants 
Materials^ . Tape to mark off areas' 

. ''Stands for five areas and 
Flip cards for each activity 

9 1 00-10: 00 Learn to Plavt Plav to Learn ; - Dr. ^t^in-.-Kick , 
■ , ' J off address. ^ • 

' ' * t. ' . ' ' . 

10s00-10:30- Break: During break -each participant will stay 

.in the gym. , Coffee,- cakeS, and iuice 
. * ' .' "Will be available. 

• . - , ^ " Personnel: .' May Jeffers sffid Secret^r^s 

Material's: . Coffee, .juice, cookies . 

10:30-Noon Basic ConceT)ts»> Bodv Orie ntation and Posture. 

Procedure: TJre following ^ description will be 
' referred to in this text as Lecture-activity 

■ procedures . 'Although titles aCnd activities 
change, the format will remain constant; _ Dr. 
Stein will -speak arid demonstrate activities 
for 125 minutes. . During these periods all 
p art i-cipan-ts- will tie's^ated in tl^e horseshoe. 
Following Dr. Steiai's presentation, groups 
will go to -assigned starting poirfts and proceed 
in clockwise rotation , to all five .activity areas, 
'ir'hand bell will be rung at ten minute intervals 
to indicate movement--red tape. arrows will indi-# 
cate movement paths for participants. 

Materials'; . 1 hand bell ' - . ' 

. " .1- timer ' ■ , . 

"X ' • .12 rolls of. two-inch red ' \ . 
' * plastic tape • ■ 
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_ fish Sihag^e- with simprejnoVe- 
" merits" on them itidica1fS!n^ Body 



■parts t Simti:|,e direction ; ' 
* Intensity, v aid .Size 
^. Sign: S$lf- awareness , i, 

^^K^.p"' ' ^ y ^* Intensity ^ ^ . ' 

Direction " * / 
Size : ' AA 2'-' 




^etc. $pr AcTivity Areas- „3-5. ^ / , 

i3nce the en-feire gtx^up haa rotated,' we will break 
' for lunch. Planning will fieed to be' made, tQ assure 

• v_\ seating of participants^ If necessary they could be 
^ • ^ div/ded into^ two groups. If thfe group system is - 

f decided upon, those, not* eating could look at the boolf 
display. . -y^. * " ' . 

• ' , Lynch; pi anningV Wa^j;^ Jeff ers ^ 



♦All .pgrtic-ipantfe, Will cWeck off blocks- for each ^ • 
»' activ^y. afea in which/they observe and participate.^ 

"*li«cture and gene'^ai .istfemons-eration to.i«jnSist of dis- «| 
' cu&sio)x of .frody' image, laterality, directionality; • 
\ ' 4-ntQnsity, formations, space, sN^, speed, and self- 
• V .awareness. . . ' . • ' 

j^; ... . ' , ^ \ • • 

1< Ma^*Activit3^es' (Direction, 'Self- awareness, ' ' ' . V 
. , Speed, Space) 

Crawl ^ . ' 

tog Roll . ■ 

^ Kneb Walk " : ■ ♦ " ■ ' ^ • 

. Row the Boat » ^ ' . • ' 

^^^^ Worm ^Crawl . ' * ' , , 

■ Personi^iHPs'\ Mark an^iDean ^ \ 

: .r ^ Mat erisas:^ . ' ,Ex€'rci,se. mats *" ' ' ' 

' " .. j^Sigh; \' . , Direction-, S^f- awareness , 

" • . • .Speeds Space^i ^ . ■ 

: (Marked, AA 1 on bWk)'^ • • • . 

; .-^ • " ■ -.^ ' ° 

' M. 2. - L'et^s-^6o -Jtishln^^ .- • - ■ . . 

• -It V ^Al^rati"©n^ Adap^^ for noj>- reader either 

f i '-"^' ** > . by^rqjwing ori cards or instructpr*- illugtrat- ^ 

- *. . irfg-what is wil'itten on cards.' ' ^' 
. , ' Personnel 1. . Pren\iQe and Johnson* 

\ Materials t . 5 x, 8' InStex aar*ls--jwrt" out in 
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immediate" purcha&ef^ 

Personnel > ' > 'X)rie^of the sui 



^Book Displav t Th|s will T^e^set i^p on the ^tage • ' 
6f the sym^^ Jt'yyill cdnsist ,.af Vtaripus publications, 
'by A^HER..oh physical education Mr the' mentally 
retafcled. These ^books will b6- available fot' ' 
immedi atp*" "nurchaae^ ^ ^^^^ ' > • 

im^B'?*forkei;*s't''^, r 
•to be "there at ajl ^times * .V 
Bill Snd Mark ' , * 
3 ^tables to be placed .c(h stage • 
12 ball *]^int pens 

Balance <AB) ^ ' ;^ *- . . , . 

Dr. Stein- will give his lecture and. demonstration 
for apB^ximately 30 minutes, ,This will be followeci^ 
by fi^ve activity groups forming egain. In this 
activity session ther6 will be a slight alterati'^n--- 
.th^ere will be no nrovement of groups, Each^dem'on- • ^ 
stration team will be^ giving- t]ie saiiie clemonstration 
forx30 minutes- We will stick to three devices r . 



terialst 



Statj^ 

BglOTce: 

Dynamic 

Bailee*. 



ABl. 
: ABg. 
AB3. 



Balance Beam 

V 

• ^©aiknce. B^rd . 

• , .Bou^ft^ fBoard . ' 

^ ^Mark^^d Bean 

• "^reRtxce and Johl>scm 

• Philips .and, Robertson' ^ 
. Palch aijjll^^imen ^ 

• S^ii th' ^ and ?Fa£il . ' ' ' 



Materials » 



I* Signi 



2 beams ^ * . ^ 

2 ,*oards,,^ 2 tJottom^ettachments . 

^2 .bounce 'bqdlc^fe^ ' • - ' * 

(fo^Fpach area; w be made atj'shop) 
Static '^d ^' '^^^ * Y 

Dynamic « • ' . ' ' ^ 

V " \ ' Balance / * . 

^Breakt Coffee, 'juice, dQoig tes . * ^ 

PersoYinel:. • Secjfetlfries,' May Jeff era ♦ 
Aigain all participants are. asked' to s||ay in thtB gym, 

LecturerDemonstration in Grymt^^^Kiy Newmans . < 
Purpose is to set. groXind 'work mtf^jj^iji^ry for using • 
swimming as' therapy for mentally retarded and physi- * . 
cal handicapped individuals, . . 

Materials t' • ^General stock from Dr. Stein's ^ 
' * . ' list - . ; ' ^ 

^ Speakers ^tajDle and microphone (9ill) 
^ ' \ • V * Audienc^-yeJiairs in horsea^ioe (Bill* 
• arid MarkJ . ' * 4' ' ' 



3i30-4t3P Ldcomotion . (AC) ^ . ' 

• , V Dr. Stein — lecture-'and demonstration t30 minutes}. 

Activity groups' ^ill then form for^6. minute movement 
" '. Sfoup. ^ ■ • , - • ,"" 

/ AC],. Mat Activity i 

Ter&nnels ' . Hayse and Qurley- ^ ^ 
»Materi^si" . , 2 mat^ ' ^ . -■ 

. -i. ' .' " Sign": , . Ldcomotioh ^ , 

.> ';Mat- Activities '- ACl 

. ' • - ^ r • ■ ' . . _ ^ - 

' AC2 . SteDPing^tones- ' " 

» ' - Personnel: -. . RapleV" and Cantrelle 

^ Materials: ' 3 sets foot prints-^p rubber 
* ' . ^' •.. Jkative play..thingst ^-.50 a set 
Sign: / . ^Mping Stones AC2 

Similar information" for r«emaining, grOHP^ • 

4:30-5:"00- • Small Grout) Disc\j,sgioii « 

.Using marked off activity areas, each of the five 
. . " groups will be separated.. ' Each participant will be 

asked • t'Q "ITarry a chair f^?emi,the horseshoe to an ac- « 
^. tivi-ty area an'd -return ft. after 'the disjsussion is 
• over. Consultants will move fK)m^roup to group to 

• " ^ , answer specific questions. KJroup discussions will be 

'• ' led by the demonstratio>i team in that arfea^" Mainly- 
■ - , we' are interested in^ feedback.^ fpr the next.^.ays ac- 

~ ^- ' . * " i;iiViti?rs. * , • " - . ■ , ■ 

«. «- -r' ' " '■" _ ' ' ' ■ ' , ■ ' " ■'*,." 

5jOO-'6,5.00 Films • ' ' '^^ ' ' ■ . 

. Personnel: - . M. Jpnes . • . 
Materials: . l6mm projector 




DAY II (Tuesday), / . ' 

ai 00^8^30 * Evaluation checklist will be distribtPfed to be com- 
pleted during the 'day. At •this time any changes, in 
• ' scheduling will b^ given as well as* any other an- ^ 
nomcemerits. Then we wiir begin the fou^K' activity 
session. . * . 

- ' Fitness' Activities for the Retarded , - _ ^ • 

' Dr. Stein will give a lecture-demonstration, on fitness 
\ ' ■ activities tor; trie retarded. Irj this presentation^, he 
' , will emphasize /aspects of strength, endurance, power.^ 
• speed/ and' agilit^. He will talk fcfr ..approximately 
30,ihinutes,. The nve activity groups will then -be - • 
* , . - formed for the last time. " " ^ 

Similar "irjfoiination' for remainder of pro^^i ..^-.^.-^ 



APPENDIX -B 



EvaLugftion is -a vital component in tjie quest, to initiate, • 
•*«cpand, and improve workshops, inserviTce activities^ and programs 

foij impaired, disabi^, and handicapped.^persons. Ojily by giving « 
..workshop participants opportunitiefs to. express, their opinioh^ of 

a program can woi^shop plarmers be sure, that they have identified* 

and met" needs of parents, practitioners, educators, and impaired, 

disabled, and ^handicapped consumers. 



.* Evaluation fotms reproduced either* parl^ly or totally in i;his 
appendix are from ac1/Ual workshops dealing with physical education* 
recreatiofi, and/or related afeas fox impaired, disabled, and 
handicapped persons\ These -forms reflect various approaches fthat 
have been used to detennine effectiveness of workshops in general 
anS Btrerigths ancL .weaknesses of such areas' as .programs , personnel, 
and 'facilities; " ; ' , . « - 

. From these evaluations have xome^deas, .sugges;fcionS', and 
^' recommendatiohs 6f •participants to help m^aka'workshops more 
responsive to ac'tual-% needs of individuals who wt)rk jvith dmpadjredf ' 
disabled, 4nd handicapped' persons and 'nqeds of consumers ^hem- 
-selves. Co'mmentS- of participants haVe resulted in mo^difi cat ions 
to make future VQrkshops better, more effective, and contents more ^ 
- practical, .relevant, and useful. - ; . j 

' ; study eyaltiat-ioh form's and Select those that are best suited 
for^'your purposes. '-Adapt them to fit specific objectives -and 
subject matter of' your workshop and needs of participants. An ^ 
honest eyaluatioii-can help improve^ workshops of tfie future and 
* aid followfpg 'committees in planning to avoid ^deficiencies, 
ommissions, and weaknesses -iderit if ied in^previjpus programs. 
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AMERICAN ASSOCIATION FOR , 
HEALTH, PHYSICAL EDUCATION. ^ AND. RECREATIC 

A MJLTIDISCIPLINARY 130NFERENCE ; 
Perceptual -ftotor Development! Ac*tio,n with Interaction 

October 1-3,. 1970^ J . ^ ; Cincinnati, Ohio 

Suggestion and Evaluation. \ ' 



Name: ^ . ^ Positionr 



iV- "Do you ^ bfelieve' th^. the"" stated objectives of the cohference' 
. : were* achieved? ' * 

' Yes ' "No 



2. Which .session(s) had -the jnost meaning for you? Explain wjiy? 



3. • Which session(sJ 'had'^he I'Sast-meani^^ for you? E^lain why? 

^- Suggestions^ for n^t^ steps. ' • ' -r., 

^ • . \ • 

5. Get 'it off your chest I '(Comment on organization of * 'conference 
progr^, schedule^, etc.) , . ^ 



iUsB *revei^e side if n^ded) 



1 



I 



5^ 



. - Workshop ow phxsictal education and recreation ' 
' ~7 ^ for the ^tally retarded ~' [ 

'Workshop Location : j %> ^ 



' EVALUATION , . • / 

!• -How will you use the ^experience's -gained at tl\is 'workshdp to 
start. <ftew programs for the mentally, retarded in your school' 
or communHTr? ^ . ^ * \ ' ^ 



2. How .will you make changes in ^our existitig jprograms because 
of your experiences at this workshop? ' < - 



3/ '^To what -extent did ^you have an opportunity .to express your ^ 
personal ideai^? ' ' ' - ^ ' , 

k. To what extent did\you obtain information tjhat you, expected to 
" get 'from the workshop* pfpgram? / " ' ^ ' 

5. What do you think - represent the greatest, strengths 9^ this 
workshop? ^ '* , » " 



6. /what do you think represent the. greatest .weaknesses of *this ^ 

•workshop? -• . , ^ ^ .• * * : 

7. What -wotild'you suggest to impatove future wq'rkshops? ^Identify, 
part^icular experiences which in your opinion WouX^ be ^tf- 
benefit to participants of. future workshops^ * 

8; In What ways, can each of the foj^lowing* agencies of gz^eatest 
service to you in your program? (l) AAHPER Project: ^n Recre- 
ation and Fitness for the Mentally Retarded; '(2) AAHP5R Task 
Force on Programs for the Mentally Retarded Q^Lot^al Univer- 
, sitys. (4) Association for Retarded ChildirenT \5\ Reqreation:' ^ 
Department*; (6) Public Schools.' . * ' # 

9 , : Other-x-oimnents and sugge5.ti.Qiis,>,. ..v ^ , 



. A STUDY, CONFERENCE ON RESEARCH AND DEMONSTRATION NEEDS IN 
^ PHYSICAL EDUCATION AND RBCREATION^FOR HMPICAPPED CHILDREN' . 

; February 17 - 19 ^ 

'^'^ University of Maryland, College \Park, Md. ' . 

\ . E V A L U Al I 0 N 

The Steering Committee forWl Study Conference on Research and i)emon- i 
stration Needs in Physical Education and Recreation for Handicapped ^ 
Childish , has asked that' every psirticlpait and guest-observer complete 
this ^evaluation. There are two sections: Ml) an overall estimate of 
the Confet^nce itself, and' (2) a definitive estimate of specific 
sessions.' Your .cooperation is coii5)letirig \this form will be helpful 
in planning, similar programs at the lo'cal as well as, the national 
^level*^ Thart^ you . ■ ^ . ' ' 

C^eck brie:' ^Participant ( Panelist ( ) Guest ( ), 

1^ To 'Wh^t extenf;did yau <Jbtain information that you expected to 
- get 'f rom-,t'tie Conference program? ' ^ 

Z.'.Wha'^ do you leel were the greatest values of the Con/efrence?- 



3# List indivadwals and agencies. to whom the Summary Highlights an4 
Pinal Proceedingq^ should be sent. , 



WORKSHOP EVALUATION FORM , - | 

Ihe t)urpose .of this evaluation is ip provide information for nlaljrinir 
improvements in future workshops, ^he results will also appear in the 
final report of the workshop for your use. tio not sign this form. 



Background information t 
1. 
-2. 



How: many ypars-. of professional experience with the 

handicapped have you had? . 

Educational baekgroMildi 

Major field : ^ : a* 

Degrees ; i— 



I^e^e use the following scale in rating each of the statements « 



Excellent r k 
~ *Good - 3> * • 

* Fair • - 2 ; . 

Poor • - 1 ', ^ , ' 

Pre-workshop information and orientation 
Explicitness '6f goals . ' , ♦ 
Choice pf meeting facilities. ^ - ^ 

Choice of "lodging facilities 
Size of agency group planning sessions 
Tiiae allotted to agency grcmp planning sessions^ 
Size of inter- agency grqgap planning sessions 
Time allotted to agency grxSup planning- sess3f)ns - 
^Di-visioh of groups by agencies 

Divi&iops into' inter-agency groups^ -^^ 1^ V 
Recording procedures for_£l^nning sessions ^ 
Rapport established between workshop jparticipants 

^Accomplishinents of agency group planning ses^sions 

Accomplishments .of inter- agency group planning ^ 
sessions 

Accomplishment of worksh^p^oals 





V 








3' 


2 , 


.1 • ^ 


'4 


3 


2 


1 


4/ 


3 . 


2 


1 


k 


3- 


'2 


1 - 


' k 


3 


' 2 


1 ■ 


.4 


> 


2 


1 


k . 


3. 


2 • 


1 - 


l^' 


3* 


' 2- 


4 

1 ' 




. 3' 


2 


1 ^. 


^' 


3 


■ 


'1 


' K 


■3' 


2 


' 1 • 


'> 


* 3. 


2 


1 


. 'if 


3 , 


2*' 


1 



4 ' 3' 



.2 
2 



1 
1 



EVALUATION SHEET 

Your rating of the consultant* will range from 1 ,to 5 with_the number 
' > 1 representing the lowest r&nk, and number 5 the highest. 'Please 
. prepare one of these for each cor^sultant. Use a check mark to 
' indicate your answer. _ - ^ 



On 



(Name) 
entation focused upon: 



yoja were visited by consultant 
In your opinion ^ was the pres- 



Your immediate interests 
Your immediate -needs ' ^ ' 

Stimulation of your, interests 
Stimulation of your needs ' < 

Belittling your knowledge . ' ' _ 

Pres^entation of* information 
Redundancy . , ' ^ \ 

►A model of consultant's own opinions * 
A spectrum of research and thinking on the subject 
Development of further ge?;ierative responses . 



12 3_ ^ 5 
2 :j • 4 5- 
1. 2 3 4 ^ , 



\ 2 

1 2 

1- 2 

1 2 

•1 2 

1 2 



3 
3 
3 
3 
3 
3 
3 



4 5 
4 5 
5 

4 5 
4 3 
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V. 



0 

ADDRESS. 
CITY 



STATE 



-PROJECT AQUATICS 




. ' . Workshop Participant Evaluation 

For the preparation and implementation of vour &tate plan, please 
rate the eff ecj^ivenegs of the following elements of the workshops 



ELEMENTS 



1-. 
2. 

3. 



^5. 



6. 

V • 

8. 

9.' 

10. 

12. 




State Plan guides 
Explanation of meaning 
of Froject Aquatics. 
Organization and -ad- 
ministration pres- 
entation - 
Fa6ilities presenv 
tation * 
Resources 
A. Film section 

Agency informatipn^ 

C. Materials 

D. IRUC 
Legislation 
Mettiods pf budgeting 
and financing 
Public relations ; 
Other creative' ideas 
for aquatic" p^rograms 
Time 'allowed for pre- 
paring state^plans 
Availability of sta*e 
leadershijp ^ ' ' 
Panel review of your 
p^n ' * 

'1 demonstration 
.terials recommended 



0) 

o 
X 



+5 



o 

O ' 



+3 



u 



U 
O 

o 



-3 



u 

•o 

o 



0) 
> 



-5 



Comments 



COMMENTS 
Was there anything ^se you 
need? : 



would like to have covered, or 



^Institute's tp Develop Guidelines for 
Professional Preparation Programs for Personnel 
Involved in Physical Education and 
. Recreation Programs for- the Handicapped , 



Region: 



rthem 



EVALUATION 

. Western 



. ^Southern 

Specializations . ^Physical Education Recreation ^Special. Educ • 



To be completed and returned by each' psurbicipant before^ 
leaving" final general session. • • - 



Ins truest ipns : 



1. 



This evaluatj,gn_ is impof*tant to help assess the 
effectiveness of this 'program, and to assist in 
^ planning, similar projects in the, future. Comment 
' upon specific questions and points; rate a-spects 
of the Institute for which ratings 'are requested. 
Continue qtrestion^ for which space is not sufficient 
on the-back and/or other sheets. Evaluations can 
"^be submitfed anonymously. ' 

To what degi:ee did th6 program content and emphasis of the 
Institute deal with: *a priority need in physical education and/ 
or ^recreation programs for the handicapped? 



2. ' Comment upon and indicate the desirability of^ site location, 
local arrangements , ^facilities* for the Institute, and similar 
factors. * 



3. Make suggestions regarding disseminating and distributing fin^ 

guidelines to attain greatest pos&ible visibility and impact 
^ ^ from the recommend^ions. 
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, * A CHECK LIST FOR WORKSHOP EVALUATION ' . - ^ 

This^check list is Jfor the use of (a) the coordinator and the staff 
and (b) those who take part in the meeting. 

--,>the trend of replies to the queb-tions\is toward "no" and "urr- 
SllciSfW^" the clinic, institute, or wprkshop probably ha^, been i , 
conducted 'ineffectively; future errors can ''be* avoided i>f the 
various- replies aire discussed by the. coordinator and tKe staff. ' 

Yes .No .Undecided 

1. Was the promotion effective? ' ^ ' 

2. ^ Did thp 'participants understand 

what was expected of them? — ^ . / 

3. Were the meeting' facilities, . ^ 

adeqwite? -1 ^ 

^. Were the dining and housing . > , ^ \ 

\ facilities adequate? , j — - 

5. Was registration, handled * * • . 

effectively? * 

6', Were helpful study materials ^ ^ . . • 

made available? ^ ' ^ 1 , ^ • — 

?.* Were the general sessions: . 
' .a. Relatively f r^e- f ropi ^ / 
- distractions? \. ./ ^_ — — - — 

b. - CJiaracterized by good - ' . ^ . / • ^ 

physical arrangements? : ' ' , 

c. Made meaningful by clear ^ 
presentation? j: ^ 

d. Appix>pri-ate in length- and ^ - . ^ ' ' 
number? ^ ' ^ ~i — ^ , 

e. Clear as to goa^s and purposes? < ^• 

f . Effective ^is to the use .made of - ^ 
educational techniques, sub- ^ . /^^^ ^ 
techniques, and aids? ^ L . ' 

8. Were the special interest groups . - , ^ 

(if used)||f \, 

a^ Made up of persons whoj: Z^- . \ 

. / (l) Had common interests-? ^ , • 

(2) , Could work together^ - * .• ^ ' 

(3) Were, similar in background? , ^ 

Id. Adequate as to physical arrange-,' ^' , ^ 

ments?' , ^ - . ^ . . ' — ~- 

c. Well conducted? , ' ^ ^ — 

d. Staffed with the appropriate ■ . ^ ^ ' . 
resouftje persons? ^ ' ^ * 

e. Clear as to their goals and task? ' ^ 

f. Appropriate as to: * ^ ^ . 

\ il) Frequency -of meeting? ' • * 

(2!) Length? ^ ' - ' « • " 

*g. Effective as to the use made of . ' " . * 

educational techniques, sub- • ' . 

tech niques, and aid s? ' ^ " — L ^ — 

, ■ •* . ■ • - ■ • 



^ , > ^ Yes No Undecided 

. 9* Were the discussion, f)ractice, or , V 

^-^ ^ work groups (if used).t - > 

^-a. ^WeH^ conducted? ._ ' 

b. In sui^table surroxmdings? ^ . ^ . 

. c. Clear as to their t * . - ^ 

_ ^ . (1) o^ask? . . , : • 

(2) Responsibilities to the 

" - . total group? . ^ * 

, d, Appropriate as to: . v ^ ' . 

(li Length? ^. . ^ , ' ^ 

(2) ^Frequency of meeting? ^_ * . . ^ 

,10* Did the coordinator and staff: * ^ ^ 

' B,. Carry out responsibilities? • - ^ - 

b. See that the group was well , . " ' / 
^ ^ ' orientedV ' - • ^ 

' (l) Pr^or tO' arrival? - , \. / . 

(2) After, -arrival? • ' * • ^ • 

c. See that schedules frere met? . * ' l„ » . > ' 
t • : d. Properly instruct the resource ' 

persons? ^ • ^ 

^ -e. Help the participants , to learn? 

, -f . ftemain flexible and able tq make . 

* ^ adjustments to aid Learning? * I _s ' 

^ 11. Did the resource people: ' 

^ > a. Understand their responsibilities?* • ; , • 

ybs Understand the techniques- they ' ' * . 

' * * . ' \ were^ involved in? " \ ^ ^ . 

c. understandable language?- • ^ ^ > ' 

- ^ d. Use helpful examples? -V—-- * 

e. , Remain available for consultation? - - < ? - 

'f, Priient information clear^ky and 

effectively? ^ ^ j 

, 12.- Did the p art icp-p ants:' • . . ' 

a. Make advance preparation? > ^ * 

• b. Make use of their opportunities^ ' T ^ 

fo^r le^jiming? * ^ ^ - , 

- c. Attend meetings on time? • * ^ . 

d/ Cooperate with the coordin^itor . . 

' and ^ the re§iHi^e persons? ^ ^ . t 

13 • "^Vfhat was accomplilshed: ^ - 

a. use ful\ information presented 
•in the^general sessions? ^ ^ ^ ^ 

b. Did the participants show , . - ^ 
^ evidence of having acquired' ' - jp^ 

information,, new -viewpoints, or * . ^ 

'of having changed attitucjes? ^ V ' * ' ^ ' 

c. Was progress made toward th^ 
goals? ■ ' / ^ ^ ^ . 

d. *Have problems o'r needs em^erged ' ^ 
which; poipt toward further study ' 

or action? • ^ ' ^ ^> ■ ^ •* 

e. Was there evidence of willingness * * 
to acc e pt re spojisibility -for* ^ : 



further study or' action?- 

. ^ 62 
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EVALUATION ^ ^ 

Workshop on Physical Eciucation and , ^ 
Reoreation for the Mentally Retarded 

We are interested, in' your comments and reactions as they i^lBte to ^ 
this^oTkshop. Th'e information whic^ you proyide as participants ^ 
will help us "to assess the characteristics of the workshqp^, both ' 
in terms pi its contenl^ and organization. 

Most itema can be answered with a check (/) or a brief phra^r, 
additional comments are most welcome.. You need not sign the 
evaluation. Howeyer, some facts, about the nature of your posit^ns 
are needed to interpret your response. ' \ . ^ 

This form is to be returned to before lea||Jng; 

the workshop. If you do not stay for the entire workshop, com- 
plete the evaluation for that portio)i'yau attended. After. the 
workshop' committee has reviewed this evaluation," it is to be sent 
to the Project on Recreation and Fitness for the Mentally Retarded 
as a part or the workshop report. ^ 

Title of Pr^s^nt Position (check one in each coluim) , 



Physical, 
**feducator, 

special' - 
Educator 

Recreator 

Volunteer 

Parent 

.Other 
(specify) 



Public School^ 

Residential ' 
fi^ility ^ \ 

Day\C^re 
Qenter 

Playground 

Caifip 

State 

Red re at ion 
Center 

Other ^ 
{specif f) 



Administrate r_ 
Supervisor 
Teacher 
Counselor 



\ 



m other 
• (specify) 



' Dlre^tignsi ' Please check the'respQrfll^lkwhrch best de|rcr*it)es your 
reaction tto ths/statement . ' , * • ' • ^ 

' ' . , / ' ' • "Very . IJo^er- • ' • . V- 

• ' \ - .X Heip^ attely ' Litoe No 

' ' « ful ^ Helpful VMufe Y^^® 

^ 'A*, Mechanics ' ♦ ♦ ^ . <^ . ' ' 




; ! Orientation to puxpo&a of < 

workshop and how pUrpose 
was' to ♦be obtained 

^ ' \2. ' Tdtal'.orientatior^t'b *fa- 
pilitijBs sufficient to 
^enable you' to ob-6ain ' . 
objectives .of workshop 

3-^ Time Allotted; ' . . 

a. Le^turlBS ^ , " * 

' b. Discussion . / 'r ' ' • - 

• ' . ' ' — " 

. Group Discussion.:' Did these ! . t 
, aspects 9^ group -discussipn ' - . 

^ ^ ^contribute to.t^ie workshop . * . ^. , 

objectives? ^ S * ♦ 

1. Interaction, wi-fch workshop . -/^ 
faculty * ^ * " m' ^ ' > . » 



2, Interactiori w^th *oth§r 
particip.ants 

3- Size of group 



fith \ 



^ ^. Leadership ^of grpups >j.^,^ / . . 

Direction's t .Pleas^check one response '.on each side^of'tjfe sdale/*' 
♦ ("Repetitipus" ref ers_ t(j core^act with this gjaterial^ prior to , , 
worl^eho-p) ^ ; ''^^^ - '* ' ^ 

tC. Specific Content -Areas (lis-^aclrindividual "presentation, e.g. 
. ^ jtigijor addresses, panel discussions, demonstrations, audiovisual 
f sessions-- if possible,^JList each film, etc .""sepa'rately--*«id 
materials distributed) . S(h example below. ' * "* y 

Very, v ' . ' ♦ ^ , . ^ Mostly Some 'New 

litforth- \Ade- i^ittl'e . ' New \ and Old' Essentially* 

Wiiile quate Value > ^ . ! Material Material RepptitioHs 

. ' . Distribu'tQd % * ' 

^ X • Audiovisual 
; ^ ) Sessions . •* " " ^ ' ^ 



\ ■ ■ 




1 



Evaluatio n' of St>e^|P^Q- Sfessiofis' 
'Rating Scale r. 

Pr^entation ' . Content. - ^ ^ . 

' 1. Poor '* - "1 1. ■ Did no provide adequate\ti?eatih^Ji1i> 
2*. Below Averse ' -and thorough cave jage. .' 

3. Above Average' 2. Provided more thah^ade(iua.t'e 
* . if. Outstanding. . > coverage, 

Panels and Keynote Speaker ' 

Name ' 'Bftsentation ' Content 



Comments 




Jojin- Doe^ ' — ^ — ^ '- =^ 

' •■ • ^ . . . « 

, Small Group Discussions / ' ^. , ' . ' 

1. Were groups organized ii^ th|i most, productive way? Would it 
have been better to have changed t5sjmpositiori of g_roups to pro- 
.v'ide for greater' in teracti pn among part icipsEnts and ^est . 
\ observers? 



T 2. Were the gener^ areas and specific topics considered ,l>y the 
jgroups tii<most appropri^^ and pertinent oneg?N • 

\ 3. Was* the time allort;ted for each group session adequate.? : ^ , 

-^^>;^*.^.Jt^f j..v>.;w«re sizes. of grounsjtpproprisrbe t® permit intexaction and,,^. 
' ' exchange?^ 1 W ^ ' , 



5.. Were rotating responsibilities "of Chairperson and Recorder 
effective? . " ... 



Final^ Session . ' ' ' , 

Comment' upon reporting proeedures and other activities of the 
finill sessioij. - , ', . ^ ' 



Other comments ^and suggestions 
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M • ■ • • APPENDIX C. • ■ , 

, V -NATIONAI, ASSOCIATION 0? - , ' :'■ 

• - SECONDABY SCHOOL PRINCIPALS 

7 PROGRAM PARTICIPANT! ROIJE^^ . , 

.Qpod^iQeetings are a result of^good planning. and that's what 
these noljes are intewded^ to stimulate. ^ It is, of course, impos- 
sibJCe for those pedble in Washington to organise, operated. and 
Cpntrbl "a meeting from the central' of f ice ^even i'f we could do^ ' 
this*,' we. certainly would -not^ vjant to. In .the final an^ysis^ a 
^-truly effective meetiTig depends upon knowledge, e^tperience, and ^ ; 
creative. Abilities of . those immediateO^ invcrlved. Therefore, 
the -following conlmen,t^ .are in the rUfture of suggestions-«ideas 
and approaches which basically we have foun(f*t!f value over the 
years.. There is nothing §acred about themS aind. th^y can and 
should^ 1)e ialte3;ed*if the situatiorx 'warrants. In most cases,-:'' ^ 
.however ,^ we believe you find these suggestions of ^value as 

you plan for your participation at the NASSP Annual Convention. ; . 

» , • • i0 

• Chairperson ' ; . > . • * ' \ , . • ; 

Trie import^qe of the chairperson- is frequexitly^ underestimated, 
ahd the position' is 'often considered' an honorific one. »NASSP ^^.^ 
chairpersons, hpweVer,,are diffferent^n that they 'have aC'key^role 
to play in presenting effective progr^s. A^Dout six weefe p'ribr 
td tner Convention,- the chairperson-' will receive a listing of. pro- 

• ^sbT participants for ,tiis/her sess'ion. The chail^erson shoul4/ - 
' cqntacf-all participw^ts; ^arrange" for an-e*ch^rigif-of^-p^p^^ 
'u^cripts, ^BJd materials to be usedl if needed, arrange to- meet - - 

participants at the convention prior* to ^the ^session to cover ^ 
/procedutai details. There should.be an xmderstajiding as to the --^ 
-generkl objectives of th^ 'session, ti^J^e allotpients and'ove'rall 
schedule, 'and* ififethods "and timing of any audience participation. 
VAt.the session-, the chairperson should: ^ ' ^ ^* 

S^rt the m^jtiVig on time!' . 
/ Introduce session Wit\i \ brief backgroijud presentation^ 

^ camujeniing on-; the importafice, problems, and challenges'' 

• ^ otf the subiect, ^ r^CL" 

y . Ihtrfcduce^speakerCs-); , , . . ^ ; , - 

' , Btie^ly summatize . ana no4>e h ighli ghts af ter* speaker ^s-)- 

V finishCes). ^* Jflfe^ \ • ^ . 

. . In sessions with reaction pl^ ^^pntroduce panel members, . 
r giiide discussion Qn reac Li^uiiL;,^Fid .if questions come from ^ 
. ^tfie- floor, repeat questions' asked, and direct them t9 ^anel. 
( ' « 'member or speaker, for response. ' 

.Included through .co\k"tesy .of National Association 'of Secopd- 
siry School 'Principals , "John F. Aumia(ias,'-Uonvention Coordinator, 

• 190^ AssoQi'ation Driv.e, Reston.-^iJrginia 22091. . ' " - 




^'*8efe^i<)ng> with discussion leaders : introduce discussion 
leaders and'\bre^ audience into smaller discussion giroups 
uncier. direction 'Of leaders. * • ~ ✓ > 

. : Keep tcf 1rhe'»schedule and . end your session on time.. 

' ' * ' . ^ ' ' ' 

Remenrber :tp Avoidi .... ' 

Talking too i^uch. ^ v ' ^ " ^ ^ ^ ^ , 

Being p'assiv6 or uninfohned about subject.. " ; 



Perpiittlngf session to, -rambLe. 



Sp-eaker 



' * , TKe spealcer, quite* naturally,* is ^ the- veiy -heart of ^ session. I 
What '^he , speaker has tg say ' and hoW he/s}ie,^ays it sets the -tone and 
pace of the se'ssionV ^and outlines the framework of Viihat is i>inder 
aonsideration. ^ Again here, planning isv^tjie* key ; ''C Ahalyze 'yoiJlr sub- 

'ject» Dete^rmine ^what you think ar!d -knowj ^about it ,in -light of-yqur^ 
own! experience and th&t. of others*, Expi?eSs yqurself pleariy-'and'^ ^ ^ 
simply in- non- technical language '.with ^ llitle U^e bi statistieal 

jiat^ as possible. Reduce your though'^s td^ writing even if only in 
draft'foM or in notes and ^hare this with xj'thers in your e,es'si:on.' 

, . * We ca^ot^ g£^p you a cat'egofcical answer/to, the quest^.bn t&f ^'how 
long yottj:, ^talk ^IpEld be: . Part, of j^ids ds dep^ndfent anVthe subgect, 
total nutnb'ferbf spe^ers, .plans o't^the chgiip^raon, . and'use pf^udig 
visual ^aid$;. Generally, ..^low^ver, thfe follp.wing ^irp.nimum^maximuifi^ 
guidelines .should ap-g^y; ^ <A ^ - ^ ' ' 

^ . - Discussion Sessions- — '^-0 .1jo minuses for each speaker.' 

, ' Concurrent" and Special Seigsibns — 20 to 2:3 minuteg fqr- 
each si)e^6r* • , ' • - ^ 

. Reznember . to Avo^d ; - * ^ ' ^ ^ " . * 

ktarting with disc;Laimers. ' "I reality don't kkow Why 
NASSP asked me :to talk on 'this subject, because I don't 
know anything, about i*t," Xf you feel you 'must say t]iis^ 
decline p^articipation and tfell up* what you do knoW some- 
. *^ thing about.. Mayt)e we can f)lace5you on another prog^ram. 

Pu-tting off your speech or not^ writing to the last minute. 
Give yourself time to refine aend^ screen your 'thoughts. ' 
ins^rtang^ gpt)bledy-gook or too mu&h ,d'a^a-in your talk:. 
^ .Stah4ard deviations, means, medians-^ and modes are more 
often than not of interest tjD* technicians * The'y -sometimes 
serve forr not enough thinking and' planning. Much bet'ter, 
interpret necessary d^ta for your .audience. / - - • - 

Rambling;, on« End your tSlk'when you'have covej^^d the sub- . 
• ^jQi>t^or Reached the time limit — hopefully , both ^ill happen 
at the same tdme*. , * ' ' 
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The Reactibn Panel , , ' 

' • " ' , ^ , ' , " . 'fc 

Speaker^ sometimes look at a reaction panel as the enem v from 
within or those ^people whose Tunctipn- it is to poke holes through 
- ^ everything ^the speaker, has said. Safily* enough, this is sometimes 
• the case.' " In NASSP sessions, however, ^he speaker and, the pan'el 
function in a team relationship. The panel meml;>ers amplify, . 
/r^ broaden, or contrast with what the speaker has ?aid. • Again here, 

p^el^'members must giVe thought to jj^eir.own e:5tp^erienQLes and . 
/develop appoint of view. After thfey have been iflitroducfedr the 
cKadrpersoiv may provide panel members with no more than five 
' minutes each for a preliminary statement^ expressing individual - 
points af view and observations conoeming the speakers remarks. , 
The'y. may direct a' question or two a* the speaker or tlie chair-^ 
person may call f6r questions from t;he floor. 

^ Remember to Avoid ; ^ ^ ' ^ ' : » 

' * [I ^Giving a separate, "linschedul€ftl* speech. Stay withiifi 
, . youp allotted titne. . • . 

V*; . Beating'^qu^estions to death. Uft.not Waste yo^r time 

- ' ' repeating ;what has- alre'ady been^said.^ — / / , , • 

• * Discussion Leaders . ^- . 

. * > ' ^ 

1>iscuss4.ofi le.adg'fs/fulfill, a vital role (Quiring NASSP's dis- 
cussion ^g'a^ions,/. Thexe' ar6 two ways* they may be Msed, depending 
on the session chairp^erson' s* approach s ^ . . 

• - '.^^ Function in the* fashion af the .rea:ction panel as- 

' " .'• "Breair-"%^-'-sOR4iefi.e£__mt£.»sm^ler groups under 
,^ » direction qf discus sa on -lea** 

• > Thfe latter approach is. preferred as 'it Jaoilitates- more open 
. ' discusis'ibp and leads, to -greal^er audience, involvement; ;.The mo^ 

, effective* discussion' leader, functions^ somewh^t^ as '*a chairp'erson • 

and expresses his/h^r own views p^ijnatily to stimulate others* to 
speak, , ^ • . ; \ ^ • . ' • < ^' . 

/ Remember to Avoitf t ; ' • ! - ^ . ' ^ ^ .... 

* Dominating ^^!4ie diSQUSSion. > , * ^ / ^ . ' * ' ^ 

♦ ^' * .'^ Letting one or two others dominate ;thfe" discussion,. 



- Swai) Sllot) Sessj f gn Leaders • ' ' ; - ' . 

• ,Swap shop sessions a^a somewhat a N^SP »communications' 
experiirfent. The intent is to provicie a time ^ and, , pi ace where a 
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-specific 'subject is open for discussion among 'all who af*6 interested. 
Round 'tkbles of teA will be ^ailable for those who want, to talk- 
.ahput'the subject and^those wio want to listen to others; . those whofr 
have questions to' ask 'and thoV§ Who have answers to giv*^ Each ^table 
session has a-swap shop leader whose function it is to /xJbilitate «^ 
discussion. The^swap fehop. leader will'. undoubtedly draw upofi persofiSCl^J 
experience, but, like .^he discussign leadtr, he/she ^sh^uld not ' -'^•V 
dominate a discussioji.- \ ' ^ J ^ ' • . \^ 

'-The preceding thoughts have only scratched the surface of what 
makes a good session, birt w6 sincerely hope that they are of. some 
assis1:ance to you. "If tl\ere are any specific questions, please 
contact; ' / " ^ * * 

. • ^ ^^^hn G. Kourmaj^as • 
' / ■ " Convention Coordinator , ' 

NilSSP^190^ Association Drive ' • . * 

\ \ - .Resto#, Virginia 2209.1 ' • 

. ' \ N Phone: * 71)3-860-0200^ , • \ '^^ , ^ 



